Department of
Labor & Workforcé“'"'

_Development

s

TN Department of Labor and
Workforce Development

SNAP E &T Program Manual



TABLE OF CONTENTS

Background

Coordination of Services

Responsibility of Local Boards Receiving SNAP E&T Funding

Responsibility of AJC SNAP E&T Staff

Determination of Eligibility for SNAP Benefits

Identifying Potential Participants

Able Bodied Adult without Dependents

WIOA Activities to Assist with Employment and Work Requirements
Services that Count Toward SNAP Work Requirements

Partner Program Services

Assessment

Individual Employment Plans (IEP)

Work Experience

Supportive Services

Youth Services

Adult and Dislocated Worker Vocational and Post-Secondary Training

Adult Education

O WO W OO0OOoOoOL NN U B W WDNN

Coordination with Community Services

\e]

SNAP E&T Orientation

SNAP E&T Participant Flow

Monitoring Participant Services

Follow-up Services

Using Jobs4TN (VOS) when Assisting Participants

—_ a8 A
N — = O O



Background

A growing body of evidence points to the importance of an individual’s skills as a driver
of economic security. Two-thirds of the jobs created over the next decade are expected
to require at least some education or training beyond high school. Today's employers
are seeking a more qualified, high-skilled workforce. Without access to workers with the
right skills, which can limit State economic development, employers will struggle to grow
their businesses. Expanding access to education and training for Supplemental
Nutrition Assistance participants is critical and can help participants transition to self-
sufficiency while investing in the State’s economy.

Supplemental Nutrition Assistance Employment and Training (SNAP E&T) is a funding
source that allows states to provide employment, training, and related supportive
services to individuals receiving Supplemental Nutrition Assistance Program (SNAP)
benefits (formerly this program was known as “food stamps”). The purpose of SNAP E&T
is to assist participants in finding a career that pays a self-sustaining wage and allows
SNAP recipients to become totally independent of government assistance. The Food
and Nutrition Act requires all states to provide employment and/or training
opportunities for individuals receiving SNAP. In Tennessee SNAP E&T is operated as a
joint partnership between the Department of Human Services (TDHS) and the
Department of Labor and Workforce Development (TDLWD) through a grant from
United States Department of Agriculture (USDA). SNAP E&T has the potential to improve
the job prospects for thousands of low-income, low-skilled workers across the country
with more effective and robust training programs provided by the American Job Centers.

Coordination of Services

TDLWD has a number of divisions and programs that provide services to support
workforce development throughout the State. The Workforce Services Division is
responsible for delivering the Department's employment and educational services to
employers and job seekers in American Job Centers (AJCs), including services at partner
agencies and online at www.jobs4tn.gov. SNAP E&T is fully integrated within the AJC
structure and offers training and educational opportunities to SNAP E&T participants.
The participation of SNAP eligible participants in the AJC provides these participants with
other expansive services that will increase their opportunity for self-sufficiency.

In addition, WIOA Title | legislation requires that all recipients of public assistance, other
low-income individuals, and individuals who are basic skills deficient be given priority of
service for career and training services. This makes SNAP E&T participants a priority -
after the veteran population - in all programs offered under WIOA youth and
adult/dislocated workers. SNAP E&T Participants can take full advantage of this
opportunity. The AJC also has several partners with additional resources that may meet
the needs of this population.



Responsibility of Local Boards Receiving SNAP E&T Funding

Local Workforce Development Boards (LWDBs) have been allocated portions of the
100% SNAP E&T funds based on the number of work registrants for SNAP benefits in
their area. The following lists their responsibilities.

Case management and approving training.

Setting up a process for the referrals to be made and for WIOA Title | co-
enrollment with SNAP E&T

Conducting a more thorough assessment to help each participant determine best

training.
Using a Test of Adult Basic Education (TABE) assessment to determine if the
participant falls into the basic skills-deficient category.
Communicating to AJC SNAP staff that it is their responsibility to communicate
with DHS. These communications include:
e Status updates of SNAP participants when officially co-enrolled in Title |
and SNAP E&T.
e Date the training begun; including monthly updates to provide the
required monthly status notice to DHS.
Ensuring that potential SNAP eligible participants referred from educational
institutions will receive AJC services. (This process is referred to as reverse
referral.)
Providing services including support services to-SNAP recipients who volunteer to
participate in SNAP E&T.
Tracking training costs and ensuring that allocated SNAP funds are utilized only
on allowable costs for that funding stream.
Participating in the monthly and annual E&T SNAP training (for AJC staff providing
SNAP E&T services.)

Responsibility of the AJC SNAP E&T staff

AJC SNAP E&T staff is required to send status notice through Jobs4TN when the
referred participant enrolls in a component and the monthly updates show the
necessary hours completed.

Reaching out to all referred participants, and scheduling them for an initial
appointment within 10 days of receipt of an automated referral from DHS.
Contacting participants to let each know the scheduled day and time for
orientation and the items that the participants must bring to register in the
Jobs4tn system.



Determination of Eligibility for SNAP Benefits

TDHS determines an individual’s eligibility to receive SNAP benefits and then makes a
referral to the TDLWD's American Job Centers (AJCs) through an automated interface; the
Food and Nutrition Service (FNS) oversees the SNAP E&T programs that are
administered by state agencies. Within the established regulations, there is flexibility
within each state to devise a yearly plan to be approved by FNS. Tennessee operates an
all-voluntary E&T program and has expanded in the last two years from serving 13
counties to serving all 95 counties.

Communication between agencies for SNAP E&T is sustained through a referral system
in Jobs4TN which accurately tracks the participant’s status. SNAP E&T Coordinators have
access to all individuals who were referred by TDHS that report to orientation. The
Coordinators assist the participants to complete a plan of activities while participating in
SNAP E&T. The plan identifies steps to reach the overall goal of employment with a self-
sustaining wage that significantly reduces, or eliminates, the need for government
assistance. The duration of each participant's engagement depends on their
background, education, and employment history.

The following criteria are used to determine if a participant is eligible to be enrolled in
SNAP E&T:

e Those receiving SNAP benefits in the month they participate

e Those having SNAP benefits verified by staff and receiving a referral from TDHS

e Those not receiving Temporary Assistance for Needy Families (TANF) cash
assistance (Referral can be made on child only cases or for those receiving
transitional child care assistance).

e Those able and willing to work upon program completion

Identifying Potential Participants for SNAP E&T Services
Below are some strategies for identifying potential participants for SNAP E&T services:

e Referrals made directly from TDHS to the AJC through an automated process.
These referrals are based on TDHS staff conversations with applicants during the
process of approving SNAP benefits

¢ Marketing and outreach in the community by AJC staff



ABAWDs (Able Bodied Adult without Dependents)

e SNAP E&T is a voluntary program in Tennessee. There is a category of SNAP
recipients who must meet work requirements to remain eligible for benefits;
however, they are not required to fulfill those requirements with SNAP E&T.
Participation in AJC activities will meet the work requirement for those who must
meet a work requirement. This population is referred to as ABAWD'S (Able
Bodied Adult without Dependents).

e ABAWDs are limited to 3 months of SNAP eligibility in a 36-month period unless
the individual meets the ABAWD work requirements.

e ABAWD time limits and work requirements apply to people who are:

Age 18-49

Fit for employment

Do not live in a SNAP household with a minor

Not pregnant

Not already exempt from general work requirement (determined by TDHS

staff)

o Not covered by a time-limit waiver or a fifteen (15) percent exemption

The 15 percent exemption is determined by TDHS staff. TDLWD will work with ABAWD

participants determined by TDHS and coded as an ABAWD on the automated referral

system.

e If an ABAWD is fulfilling their Work Requirement hours, they may continue to be
eligible for SNAP benefits beyond the 3 months. These requirements may
include:

o Work for at least 20 hours per week, averaged monthly

o Participate in a work program at least 20 hours per week, averaged
monthly and

0 A combination of activities
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As of May 2017, all of Tennessee counties except the following nine counties are under a
waiver. This means time limits only apply to:

e Cheatham

e Davidson

e Knox

e Lincoln

e Robertson

e Rutherford

e Sumner
e Williamson
e Wilson

The waiver will be lifted in the future for more counties. Once the waiver is lifted those
counties would fall under the time limit and work requirements.



The following are ways ABAWDs regain their SNAP eligibility after 3 months of benefits
without fulfilling work requirements:
e Meeting an exemption from ABAWD work requirements
¢ Fulfilling the ABAWD work requirement for 30 consecutive days
e Utilizing services under the AJC, (the hours these participants work under AJC
services will be reported by the ABAWD participant to DHS caseworker). Once the
work hours are achieved SNAP benefits have been approved, DHS can refer the
ABAWD eligible participant to SNAP E&T for enrollment. SNAP E&T dollars cannot

be spent during the regaining eligibility time frame.



WIOA activities that will help SNAP participants find employment and meet
their work requirement.
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Job Exploration Counseling which may include Work Strategy Assessments
Academic Assessments and Vocational Counseling and Guidance
Work-Based Learning Experiences which may include in-school and after-
school opportunities

Experiences outside of the traditional school settings: examples of work-
based learning; experiences include on-the-job training, apprenticeships,
internships, summer work

Job Search Assistance, Job Placement Assistance

On-the-Job Support and Customized Employment.

Counseling on Post-Secondary Opportunities, which may include
Vocational Counseling and Guidance

Academic Assessments

Workplace Readiness Training for the development of social skills and
independent living skills. This may include Job Readiness Training and Life
Skills Training.

Training on Self-Advocacy which may also include Peer Mentoring, Self-
Determination Training

Life Skills Training

Financial literacy Training

Services that Count Towards SNAP Work Requirements

Basic education to include working with Adult Education partners to obtain HISET
Vocational or technical training

On-the-Job Training, or

Job search activities must be less than half of the required hours when combined
with one of the above qualifying activities.

Activities completed at the One-Stop Service Delivery system - including job
search - will count toward the participant’'s required hours since it is operated
under WIOA legislation. This service would fall under the WIOA Skill Building
component.



Partner Program Services to Referred SNAP Participants

Assessment

A key service to be provided in the AJC is the initial assessment of a participant's
knowledge, skills, and abilities to support that customer's employment goal. The
initial assessment is used to identify supportive service needs and is based on an
analysis of information gathered from the customer through an intake process. The
intake process may include the use of: registration information, a résumé, data
collection, and/or the customary verbal interview. A quality initial assessment will
provide sufficient information - specifically concerning the customer’s current
situation - which staff will use to create a next-step service plan. The assessment will
include the individual's background, education, work history, hobbies, and any
barriers to employment.

Individual Employment Plans (IEP)
The assessment results will provide the participant with steps to take toward gainful
employment. Title | staff will use the assessment results to develop an IEP for SNAP
E&T activities. The action steps developed will assist the participant with reaching
either employment goal.

Note: Any participant who has not attained a diploma or a high school equivalency
certificate will be required to enroll in the Adult Education component. All SNAP E&T
participants within the WIOA youth age group (16-24 years of age) will be referred to
Youth Services.

Work Experience
Participants will be required to find their own work assignment until LWDA staff can
enter into agreements with employers. The location must have a bona-fide
employment opportunity or lead to the employability of an individual.

Supportive Services

Supportive Services offered by LWDAs are intended to work in concert with, and
provide support to, WIOA core programs including training. Supportive services are
explained in the Combined State Plan and are intended to ensure better outcomes
for participants (see Tennessee Combined State Plan page 63). Services offered
include - but are not limited to - transportation assistance and child care.

Co-Enrollment with SNAP E&T and WIOA Title 1 will maximize the use of available
funding and ensure that all supportive services needed for successful program
completion are provided. Federal regulations for SNAP E&T require that all
“reasonable and necessary” costs are covered for SNAP E&T participants.



Youth Services (Ages 16-24)
All SNAP E&T participants that meet the age criteria will be referred to Youth Services
for an assessment to determine if they meet the WIOA-specific eligibility standards
for in-school or out-of-school youth. If eligible, participants can receive several
services such as occupational skills training, paid/unpaid work experience, tutoring,
leadership development, and follow-up services for at least 12 months.

WIOA Adults and Dislocated Workers Vocational and Post-Secondary Training
All SNAP E&T adults and dislocated workers will be referred to WIOA staff for an
assessment to determine if they meet the WIOA eligibility standards for training. If
eligible, they can receive services such as occupational skills training, paid/unpaid
work experience, On-the-Job training, and subsidized employment opportunities.

e Skill Building/Career Development: SNAP E&T participants who fail to attain the
minimum score on the assessment test to enter training, or those not interested
in training, will have the opportunity to increase their skills through career or
college readiness training. These training programs are designed to prepare
participants for an academic environment or for employment.

Adult Education Services

As a core partner in the AJC, the Adult Education (AE) services are made available to
participants who do not have a high school diploma or its equivalent; participants will
be entered into this educational component first. After successful completion they
may move to an additional component. In Tennessee, Adult Education is focused on
reading, writing, and math skills intended to prepare the participant to pass the High
School Equivalency Test (HISET) and ultimately compete in the labor market. A warm
handoff should be provided to the participant, to include staff making a phone call
for the participant to set up their orientation and intake, or taking the participant to
the Adult Education representative if they are co-located in the facility.

Coordination with Community Services

e SNAP E&T should make effort to connect with any community partners that
would have potential SNAP E&T participants to market the opportunities
available.

e Staff should be aware of organizations in the community that may be able to
assist with various barriers identified.

e Staff should reach out and establish third Party Partnerships with Community
Organizations that are already providing E&T eligible services. These third party
Partners may receive federal funds available at a 50% match to non- federal
funding sources. These funds will help expand services and increase the funding
source for participants.



SNAP Orientation

Once a referral is coded in the TDHS system it is processed automatically into Jobs4TN,
creating a partial registration. An AJC SNAP staff member pulls the referral list daily and
enters an appointment for orientation. An AJC SNAP staff member then sends a letter to
the participant to make him/her aware that an appointment is being set up for an
interview at the AJC. The letter will contain a user name and password to log onto
Jobs4TN to complete the registration. Participants will need to complete this step when
they visit the AJC for orientation. A PowerPoint is sent to AJC SNAP staff members for
each fiscal year to use for orientation to the SNAP program and for overviewing the
components offered. After the orientation has been completed, program participants
will be assessed during a one-on-one meeting with a case manager to develop an
Individual Employment Plan (IEP).

Summary of Participant Flow
1. Referral received from DHS to verify E&T eligibility
Appointment letter mailed
Participant reports to orientation
One-to-one assessment conducted
Placement into a component
Follow up with appropriate staff for continued enroliment procedures
Monthly follow up to bring attendance verification and receive transportation
reimbursement for the previous month's activity; each LWDA has different
guidelines for transportation assistance. Furthermore, an assessment will be
made to uncover any new barriers. All training costs, including transportation,
have to be reviewed and have a determination made concerning which costs will
be covered by SNAP-allocated funds. If a SNAP participant does not receive
transportation assistance from Title | then SNAP E&T program will need to cover
these costs.
8. SNAP E&T staff completes the SNAP module in Jobs4TN to ensure that all
information required for reporting (by Food Nutrition Service (FNS)) is obtained
and all policies and procedures are followed.
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Monitoring Participant Services
One stop operators will be responsible to ensure that SNAP E&T participants have
access to all services within the AJC.

e SNAP E&T trained staff will be responsible for:

Monitoring and processing referrals from DHS

Mailing appointment letters

Conducting orientation

Ensuring proper assessment occurs

Placing participants in appropriate component

Monthly follow-up appointments and case management to include

detailed case notes and appropriate Jobs4TN SNAP module completion

e SNAP E&T Central Office staff will perform desk top reviews on participants.

o LWDA staff will be responsible to ensure that SNAP allocated funds are used only
for allowable costs. The allocated funds can only be used for administrative costs
and tuition.

o If available, SNAP E&T technical assistance is given upon request. Questions can
be sent to SNAP.ET@tn.gov.

e SNAP E&T works on the Federal fiscal year from October1-September 30. Each
year the plan is approved by DHS, TDLWD, and FNS and that approval will guide
how services will be delivered and monitored.

O OO0 0 oo

Follow-Up Services
SNAP E&T participants are required to meet a monthly follow-up appointment.
Attendance will be reported and attendance sheet will be scanned and uploaded into
VOS; additional barriers will be assessed; and transportation reimbursement issued.
Case notes are required for each interaction with a participant during the enroliment
time frame.
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Instructions on how to use the Virtual One Stop (VOS) when assisting participants

Referral List

Once DHS has coded a referral in their ACCENT system, it will be processed overnight
into VOS through an automated process. Referrals should be pulled daily from VOS by

SNAP E&T staff. After logging into VOS, follow steps below to access referral list for

your area.

Steps to run the DHS Referral report:

Click “Detailed Reports” in the Reports section on the menu to the left of the

screen
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Click “DHS Referral Report” in the SNAP section
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e Enter your LWDA number and the current date which will pull the previous day
referrals/de-registrations by DHS.
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e Press the “Run Report” button at bottom of the page.
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The following steps are to export the report into an Excel spreadsheet.

If you have multiple counties, click the up/down arrow above the county column

to sort by county.
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Click the Export icon, at the top of the screen and choose Excel
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e Press the “open” on the next pop up. Then choose “enable editing” at the top of

the Excel file.
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e Press the Save As button (if needed) to enter a Name and select a Location for
the exported spreadsheet.

Explanation of columns:

“C"” Process Reported- This column will tell you the action that VOS took on that
individual referral. If “create snap application” or “create partial snap application”
appears, then that action was already completed by the automated process. The
following are exceptions that will require additional action beyond just creating
appointment on your part.

e “SSN Match DOB and/or Gender Do not match”

o Thisindividual is already registered in VOS by the SSN of referred
individual but the DOB and/or Gender that is in VOS does not match what
DHS has submitted. You will need to manually create this SNAP
application using the information from the referral spreadsheet. Make
yourself a note to verify with the participant when they report which
information is correct. The application date would be the date DHS made
the referral. See instructions for creating a SNAP application in “scheduling
appointments” section of this manual on page 22.

o “Deregistration”

o Consider this the opposite of a referral. DHS is notifying you that
participant is no longer eligible for participation until a new referral is
received. You must check and see if the participant is active. If so, you
would need to notify them that you will no longer be able to serve. This
will automatically close the SNAP application in VOS. No SNAP E&T
funding can be utilized on this participant from the date of the
deregistration. A new referral from DHS is needed to reopen the SNAP
application.
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e “SNAP application already exited”
o |If the participant has a current year application that has been closed but
they are now being referred by DHS, you would need to click under the
outcome section to see the reason it was exited.

£ - ac | fossm
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10/19/2016

Edit Exit/Outcome

Job Order Templates )
Exit Reason: Soft Exit

Exit Date: 10/19/2016
Communication Templates

= Follow-ups 4
Case Note Templates

Search List -

o Ifitwas a staff closure, read the case note to see why it was closed. If it

was a soft exit due to no activity for 90 days, delete the outcome to reopen
the application. If it was a DHS registration closure, then verify that the
date of the referral was after the deregistration date, then delete the
outcome to reopen.

o Eachtime aclosure is deleted, an automatic case note will be populated.
Edit that case note and add a statement for the reason the exit was
deleted. Be sure to add the date of the new DHS referral to the case note.

o If the application date on the closed application is older than a year, then
you would click on “create snap application” and enter information from
referral spreadsheet. Follow directions on page 22.

e “Previous SNAP application for current FY”
o Only one SNAP E&T application can be used for a 12 month time period.
If participant is being referred again before it has been 12 months since
initial referral, you would work off the same SNAP application and enter
new appointments under the application that already exists. Create a
case note to document the date of new referral from DHS.
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“H" Participation type - If you have ABAWD counties, this designates whether the
referral is an ABAWD voluntary or voluntary (hon ABAWD) client.

“K" User ID - This is the client’s user ID in VOS. You can use this to search for the client
to enter the appointment date.

“T" Referral type - Either “R” for registration or “D" for Deregistration
“Y” Snapframe - The client's DHS caseworker
Suggestion: You can delete any unnecessary columns (J, M, P, V and X) and condense

column size. This will make printing a one page document possible.

Scheduling appointments

e From Daily referral list, enter the user id in the Quick Search link on Jobs4tn.
o Ifno USERID is provided, click “assist an individual” and enter last name
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Pending Visitor Check-Ins (2)

and last 4 of SSN.

e Click on the participants name below Quick Search
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If client is not active in Wagner Peyser, click on the client's name under “currently
managing” a second time. If they are active, skip and go to next step.

@ State of Tonnessce H htpftainingrdeos.geosolinec ¥ ¢ FOBSATN.GOV - Case Partic X hittpssffwam jobsitngovivosnet 4 | 4 = =} x
articipation/CaseParicipation_Verify.aspx ¢ Q search e 4+ A Q =

€ & hitps//www jobstngov/ivosnet/Fo

(& Home () My Daskboard o SignOut B Sonvices for individuas B8 o for Employers [G] Labor Market Anabysis

GOV Please verify that the following infermation is current.

@ IN.GOV

ot active in Wagner Peyser. To assist this individual, please update the following i ion so that appropriate services can

WP Services not aecorcing

Release Individual indicates required fields ) For help click the question mark icen.

Assist a new Indnidual

*LWIA/Region: [Lwos 0a g
Bty Stall W
* Office Lecation: or -
My Staff Dashboard |Amencen Job Center - Crossville
My Staff Resources » * Position: Statt -
My Staff Account * Service/Actiity | Mone Selected 2
Code:

Cirectory of Services

i et mbn e £l i akinn

Pending Visitor Check-Ins (2)
* Date of Birth ST First

Select Programs tab.

B State of Tennesses. ® | hmyameingedessgensoline: X I0SSATNGEY Indmidual © % itpsifuwes jobstingouomne: X 4 = o x
€ D@ hipswwjobsdingowiskderyicre individualsumemary 0 C QS e + A D =

Use this folder to review summary on the selected

@TN.GOV

B Currently Managing | Assist an indpidual | Staff ces | nfividual Portfiolio |

Stalt Frotes
e p—p—— = -

Release Indradual

Agsist & new Indradusl

Dogumests
B My Stalf ¥ [7) St swzore el

My Stadf Dashboard +

My Staff Rescurces
My Seaff Account

Directory of Services

18



e Scroll down to “SNAP Employment and Training". Click the first “+ SNAP # -
incomplete” to expand the selection.

& Seato of Tonessee R 0SATNGOY - Progam © % LR =

Ao
€ D@ s e ok L GO v L o g T e g Sl ne ¥ TE 4+ A0 =
Jobs4TH.gov has & new
@ rome My Dashicant = Sonue & Services bor ks i Servi

Dnestog: 13 - Amaerican Job Center - Aleaa by 3 D6/08/2015

Total Actwvities 47 Clersure Date: N/A
My Reports it Dt OB/O5/2015
Summary Reports
Detailed Reparts .

SNAP Emplayment and Training Apps: 1

Cutoen Reparts.

Create SNAP Employment & Training Application

53k

%

LWl 04 - LWDA 04 Applcation Date 06/12/2017

Onestop: 13 - Amarican Job Center - Alcoa Farticipaton Date L)

Open/Total Actnaties: ore Closure Date: N/A
Mesages

Exit Diate A
Comespondence
Herts
Virtusl Recrster l Workforce Innovation and Opportunity Act (WIOA) Program Apps: 0
Vi
ame First Mame Last £ 35N Vet SBE ‘Checkdn tion N

= e £ 0 ['] - W

*If there is a “SNAP #incomplete”, the automated referral process entered a mini
registration into VOS and the SNAP application will already be started but listed
as incomplete until the participant reports for orientation and we have enough
information to complete the application. Enough information will entered on the
partial application to be able to generate the initial call in letter for orientation.
**|f there was no SNAP application generated by the automated referral process
or the existing SNAP application date has passed twelve months, you will need to
follow the instructions in blue on page 24to create the SNAP application.

e Click "+ Appointments” to expand again

@ State of Tannesses M JpjossaTNGOY - Pregrams T X 4 = (=] 4
€ © 8 htpsyreww jobsdtngovivosnet/casemanagement/programstal [moe 1, Search 8 +$ A O =
JobzdTN.gov has a new look and faall >

& vome (@) My Dastboard =% Sign Out & Senvices for Indnadusts | 88 Sendces for Employess ] Labor Market Analysis
B ommunscations P S L . g

Open/Total Activities: ojo Closure Date: N/A
Messages
Exit Date: N/A
Carrespondence
Location and Staff
Alerts
Virtual Recruiter LWIA: 04 - LWDA 04 Onestop: 13 - American Job Center - Alcoa
Create Staff Username: DHSSHNAP Edit Staff Username: DHSSNAP
Email Log Case Manager: N/A Temporary Case Manager: N/A
Calendar Remincers
[ Participation N/A
B0ther Staff Services
(b et St *l Activities / Enroliments / Services o

Assistance Center & Partner Programs 3
 Appointments .
Community Site il DHS Motifications n
& Credentials -

Pending Visitor Check-Ins (2]
My Dashboard

19



e C(lick on “Create Appointment”

@ 3t of oo B ORRINGOY - Progrem 1 X |

L o— o e " B 4+ a0 =

e T -
Labor Market Services T »

Assistance Conter ’ 5 Partner Programs

Stal Srline Resours F Appointments !

Crenie Appaimment

Thers are na records to display.

My Daskboard

= DHS Naotifications. o
Mo We Can Hela You

- Credentials. L]
Emplayment Strategy
Directory of Sarvices et C
My Resources F Bt / Outcome WA

] Pending Visitor Check-lms (2} X
Job Search e T v -

e Enter orientation date, time and location.

@ 12 o Serrinn M| i e gacniin s X IDEAINGOY WM A X | e KOSATMGEN - Progemt X | 4 - 8 x
€ DR P jobsRn g v 2 2 e 5e o0 + A0 =

JobsATH.gov has & new lock and

ssist a new Indrvidual |
State O
My Stait Dashibosed Mame:

My Stalt Redources.

My Stalt Account

L
Directory of Senvices:
g Apportment '
Mumber.

* Appesrment Date: mmisdyy) B Today
Marage ncnastual ’ * appoirtment Time: = |
Manage Employers v ° LA Fegece LwDa Da

Marage Résumés

*Gffice Location: [Amercan job Center - Cromite

Marage Job Orders

Maruge Labor Exchange

Marage Case Assignment Apportment Letter  Find Cormespondence Letier

Marage Activitics

e C(Click “Find Correspondence Letter”
e Click “insert template” for creating appointment letter.

@ Sate ol Seanevr x X e Sl K OUSATN GOV - Lettes Bk X | A =1 = ] x

& D@ npsstagingtasgeosolinccom o0 . - ——p— T SIN-Y" a0+ RO =

Mansge Prafieg
Bowure [0 @ W
B I UST %=

BManage Foliow-Lip

Manage Providers
Stpes = | Foms

Manage Funds
Manage Visitors

Manage WARN
Hotifications.

My Reports

Summary Reports
Betsied Reports

Custom Reports

Ad-Hac Query Wizard

wsert Action Werds | Cleas Text | Remove All Fomaning |
Fedaral Reporty et Template | In i

Liwe Data



e Pop up window will show template options. Click “select” for “appointment letter”

D Staie ol tervps ® g g geowlng. X0 | L JORMIINGOY - Stalf e M o v L X - -

€ QB ¥ tagingtad geasoling com @ IORSIN G

_ =
Telie! Body.

Mty Job Seeker ol Appication Made

St Laties Terislate - Ade il Firedecr - n . B + A0 =
geoseline com 1504 100000

Manage Profibng

Bsowce | [ Ty
Manage Follow-{ Ja Sevtcar Folow Up SYSTEM v “Sdm
B I u e
Manage Providers 2obiy] Arcailable SYSTEM o | pedeg
Stpes = Arven
Manage Funds | -
Jabis) Appheation SYSTEM o | sde
Manage Visitas Freien
Scam Employer Notice SYSTEM o | Select
Manage WARN P
Notitizations ’ -
GERALAND Commusication Tex Template Gsifutematicnsill Select
PieDebictMocdy Frepen
SHAP DHS St Netics Clart o Parsicioating | Sony Breme Select
My Beorts e
SMAP DHS Statun Netics Chart 5 ns lerger Serpa Bremey Select
Suemmary Reperts participaing P
Detsled Reports SNAP Appaintment Letier Sonya Brown Select
{0
Eizstom Report Copy of Scam Employer Motice. Shanyn Pelych Seloct
(]
Ad-Hoc Query Wicsd | =
Mol cort template ety Colloest Selest
Fodural Reports e
Lo Datn ' | e e e Lot o

e Do not make any changes to letter (except your contact phone number and name
at bottom if needed)

© State of Tennesses X | hitp/frainingvideos geosalinec 3 L+ JOBSATN.GOV - Staff Senvics 26 3 JORSATM.GOV - Lattar Buile X | = == x

B3 € 9 Search TBE & A D =

€ & hipsy/stagingtad geosolinc.com/150/vo

Thie iz the Staging Sitel

(& Homs  (QDiMyCasnbowrd T Signout &5 r indbiduals BB Sarvices for ors [ Labor Market Aralyss
etter Body’
Manage Profiling
= Bswee O B B @ E & - Qe
Manage Follow-Up
B I USIL % x| == # E & 4 H o maE=©q- =
Manage Providers
Styles - || Format - | Font =/ sz - A- B-[|2 @
Manage Funds riay v 7 oy gy v .
toward your work requirement hours. i
Manage Visitors

VI your COOPETAton, we wil Make every efiort 1D ssist you Wil your smployment goals and rarng needs.
Manage WARN

Motifications
Appointment Date: anaezmy Location
Appaintment Time: 815 AN 60 Rickay Streat
Croagle
LR
1AL TAE

Sircerely,

Tennessee Department of Labor and Workforce Development
Custom Reports

Ad-Hoc Query Wizard body 4
1 Spell Chegk | Insert Action Words | Clear Text | Remove All Formtting |

Federal Reports [ Insert Template | Insert Varible | Preview )

Live Data

e Click “save” at bottom of screen.
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To print letter to be mailed. There are two ways you can print your letters:
e You can click on the link now to print and then remember to click save

& State of Tennessee = v ince X fe OV - Seafl Seevics % (4 10BSATNGOY - SNAP Appe X | 4 = -] b4

€ (@ hipssetagingiad geosoline.com/ 150/ 0547003

Manage Activities

Manage Case Assi » PP Letter: 017612154457 SHAP Letter 24 j 151
Manage Profiling

Manage Follow-Uj
! P Attach a Document
Manage Praviders Browse.. | Mo file selocted

Manage Funds

Manage Visitors

Manage WARN
Notifications . =
=] Staff Create 10 3244377 Carrie Landenberger
My Reports Date Createc: 6/12/2017
4 Edit 1D
Summary Reports S
Date Last Edited:

Detailed Reports

Custom Reports

Add-Hoc Query Wizard

e Oryou can use the “correspondence link” under Communications

& state of Tennosses * LS O StalfSenvcr 2\ Jp JOBSATNGEN - SNAP Acpe 2 | o = a x

€ % La 2/ stacngtad geosoling.com, 50/vasd 7000000/ vosnet Programs/dpplication/dppointmentLetter E1 € @ Seorch T8 +$ RO =

Privacy Slatemnent | Disclammey | Ters of Use | Accessilality | Recommended Setlings | EED | Protect Yourself | About this Site | Conlact Us

Messages 2} Home = Sign Out

Comaspendence
Cooyreht B TIEH211F Geograshve Soheions, inc Allnghis eserved
For meore infomation cmsct Geccraphe Souore
Alerts L o

Virtual Recruiter
Ernail Log

Calendar Reminders

Labor Market Services

Assistance Center

Stalf Online Resources.

‘Geographic Selutions
Community Site
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e Click on the link and use Ctrl P to print

B State o Tenmaee X o J0SSATN GOV - Lettes Conte X | 4 = @ *

€ 8 hitps/wwwjobsdtngow/vosnet/comm.

W For belp click the question mark icon

)

Select View All Deleted’ to view only deleted temns or View All' to view deleted and current tems:

Release individual Waew &l

Assist a new Individual

By Staft Wi 201761353211 SNAP Appointrent Latter 81 3226024 Pdf Copy
Word s
My Staff Gashboard L
My [T fd
My Staff Besources tha
- 2RITE129566 SNAP Appointmert Letter #1 2346205 o527 Bdf Somy | [
My Seaff Account Vord Emadl
Bef Edit
Curectory of Sernces Him!

oaf2emr

Pending Visitor Cheek-ins (3)

Instruction for manually creating SNAP application:

e Click on create SNAP Employment and Training Application

B State of Tennessee # | [ Employee-facing regstry e 2 s IDBSATN.GOV - Programs 1 20 §s KIBSATN.GOV - Programs 1 4 | 4= = =] x

€ D@ htps//stagingtad geosolinc.com/]

This is the Staging Site!

& vome QD Destbosd 2 signout & 5 rofidusls SR Senices
Job Search
—— SNAP Employment and Training Apps: 0
My Portfolio . Create SNAP Employment & Training Application
Career Services b I Workforce Innovation and Opportunity Act (WIOA) Program Apps: 0
lob Seeker Services
Education Services
Labor Market Services
HremEOymEnt Sevices U Trade Adjustment Assistance (TAA) Program Apps: 0
Workplace Training -

Create Trade Adjustment Assistance (TAA) Application

Communication Center

Activity Status: [§ = Open, |5 = Closed, || = System Closed, [ = Voided
Appeintment Center .
[ &= Print All ]
Assistance Center
.geosolinc.comy 150/ LU0/ vosnet/ d i =
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Enter referral date for the application date , make status either “voluntary or
ABAWD voluntary”, make application status “pending”, enter office location and
click “next”.

1 Saate of Tonnessen % [tk il e I - o x
€ DB hipsihtsgigted geosoinesen’| SvosTO0000AGMLprogra v spsationgereral aspx @ sh o s AT =

Ap Dt
Participation Date: 05,

Manage Employers

Manage Job Orders o
Manage Labor Exchange “Application Date: imendely) T Toda
Marage Activities Pasticipation Type. Nane Selected
* Apphication Status: None Scierted [
Manage Case Assignment
"R Ragica LWDA 04
Manage Prafiing
*Ofice Location: None Setcted
Manage FellowsLip
Marge Providers
i
Manage Funds. Exds Wizard

Manage Visitars

Manage WARN
Notifications

& servees Pifonicke @ Sie Map @ Site Search off Page Preferences @ Assistande

Privacy Staterent | Drschame | Terms of Use | Accessibibty | Recommended Seflings | ££0 | Protect Yourselt | About this Sbe | Contact Us

You only have to complete the sections with a red asterisk (*). No additional
information may be needed.

B Srate of Tennosseo #% | [l Employes-facing registry o X JOBSATN.GOV - Programs 1 2 J» JOBSATMGOV - Application ¢ | 4 = (&) »

€ @@ hipss/stagingtad geosaline.com;150/ve
This is the Staging Sivel

&3 Home (0 My Dashooard =% Sign Out 8, Sendces for individuals S8 Services for Emplayers s Cuick Search )

* First Name: _
2 My Staff Workspace ME _
My Staff Dashboard * Last Mame: E

My Staff Resources

My Staff Account
*S5NM: (do not enter dashes. eg _ [Edlit S5N]
Directory of Senices 959999%99)

Residential Address

B Senvices for Workforce

*Adares I
Manage Individuals ’ Address &
g
Manage Employers City: _
o G " State: Tennessee 2
anage Resumés
- “zp ——
Manage Jcb Orders * County / Parish: -my_
Manage Labor Exchange Country: |Unitcd States

Manage Activitics

Manage Case Assignment * Mailing Addrass
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e Enter orientation appointment date and time, status should be “scheduled”, click
“add appointment” and next.

B Srate of Tennosseo
4 T a hupssst

Service Tracking: ON
Release Individual

Assist a new Individual

B My Staff Workspace

My Staff Dashboard
My Staff Rescurces
My Staff Account

Directory of Senaces

Manage Indniduals

Manage Employers

Manage Resumés

#% | [l Employes-facing registry o X JOBSATN.GOV - Programs 1 2 J» JOBSATMGOV - Application ¢ | 4

1gta4 geosalinc.com, 150/

Apgplization Public
Assistance
Start Application
Eage Lontact

= indicates required fTelds.

Appointments

* Appaintment Date:
* Appointment Time:

* hppointment Status:

There are currently no appointments.

Exit Wizard

Staff Managemant EliglbBity Participation
applicatian Appiication Applization Apglication
Appolntment Demographic Employment Vateran

& For help click the question mark icon.

[ Today (mmydd /)
o

|
[Seaind T

You only need to answer questions with a red asterisk (*). If you do not know this
information, you can enter something now and confirm after orientation. Click

“next”.
B Srate of Tennosseo

€ @& hupsiste

Assist a new Individual

2 My Stafl Workspace

My Staff Dashboard
My Staff Resources
My Staff Account

Directory of Senvices

Manage Individuals

Manage Employers
Manage Résumes
Manage Job Orders
Manage Labor Exchange

Manage Activities

#% | [l Employes-facing registry o X JOBSATN.GOV - Programs 1 2 J» JOBSATMGOV - Application ¢ | 4

19134 geosalinc.oom, 150/

* Date of girth

Age:
* Gender:

* Do you have a disability?

Type of Disability
® Are you a U5 Citizen?
USCIS (Alien Registration) Number:

USCIS (Alien Registration) Expiration Date:

ional Information

* Are You Attending Schoal?

072401963 (mm/ddlyyyy) B

54

® Male L Female [ Did not self-identify
_) Yes, | ¢o have a disability.

Mo, | don't have a disability.

) Not Specified  {optional)

[ None selected -

[us. Citizen/Naturalized B
eq. A123456789
mm/ddfyyyy) [

|N0. Hot Attending Any School
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You only need to answer questions with a red asterisk (*). If you do not know this
information, you can enter something now and confirm after orientation. Click
“next”.

B Srate of Tennosseo #% | [l Employes-facing registry o X JOBSATN.GOV - Programs 1 2 J» JOBSATMGOV - Application ¢ | 4 = =] »

€ Da B+ A0 =

1124 geosalinc.com; 150/ve

mploymentasy (=

This is the Staging Sitel

ak Home (DI My ooard = Sign Out &, Senvices for Indi s [l Labor Marked
Assist a new Individual Employment Inform 3
*Employment Status | Net Emplayed ~
My Stalf Dashboard * Unemployment Eligibility Status | Meither Claimant nor Exhaustee |
My Staff Resources
Desired Occupation and Title 1 |a7206100 Search for 0*Net Code

My Staff Account

|l'.<J: wstnsction Laborers

Directory of Senvices Desired Occupation and Title #2 |hone Selected Search for 0*Net Code

Type of job looking for jconstriction Labaorers

—

Type of employment desired: Regular i

Years of experience in this area

Manage Indniduals

Manage Employers

Full-time or part-time: | None Sebected =

Manage Résumis

Manage Jcb Orders RIS Employment History

Manage Activities L Williams Celumbia, AL carpenter (Unknown Occupation) Uniknown

You only need to answer questions with a red asterisk (*). If you do not know this
information, you can enter something now and confirm after orientation. Click
“next”.

B State of Tennessen ¥ [l Eploy S -Pograms T X3 108S4TN GOV - Application X | == o *

naspxten @ O, Search 8 4 A0 =

& @ hupsy/stagingtad geosoline.comi S0/vasa 7000000

‘Veterans and their spouses may be entitied to State and Federal Benefits. Please answer the following questions.

My Stall Dashboard * Questlon 1. Are you within 24 months of retirement or 12 ) Yo % Mo
months of dischasge from the military (Transitioning Service

My Staff Resources 2 Member)?

My Stafl Account * Question 2. Have you served on active duty in the armed ) Yas @ Mo

forces and were cischarged or released from such service
under conditions other than dishenorable?”

Dhirectory of Services

* Question 3. Are you the spouse of a veteran who has atotal () Yes @ Mo
service connected disability, is Missing In Action, captured in
the line of duty by a hostile force, is a Prisoner Of War of who
died from a service connected disabiity?

Manage Individuaks .
Manage Employers . .
If you answered No to questions 1, 2 and 3 above please proceed to the bottom of the page and click the Next button
Manage Résumes
Manage lob Crders Y Exit Wizard
;'-_% ——
Manage Labor Exchange " 4 ] [ N ‘ﬁf;
b i)
Manage Activities ’
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Enter this information from the referral. Click “no” for unanswered questions but

make note to ask after orientation.

B St ol oo % | B ioployeetacing reghity e X o IORSATMGOV < Progwmi | X s 0B INGOY - oo % - g X

€ 0@ npnstagegt geasing com o —l Y tB s a0 =

PRI - -

| (24

My Stalt Dashboard Cane Mumiss:
My Satf Resources
Moy SaalT Ace it
Directory of Services.

*Supplemantsl Security Income (55 es Mo

*Soclal Secuiity Drabibty irsutancs Income s & Mo

P

Munage indradusls ’ *Befuges Cath Assitance (REA) Yos W o
Manage Freplayen

* Gereeral Axwstance 1GA] Tes & No
anage Résmis
Manage Jcb O Is;mt‘l"'ﬁml“\l:.‘".vl‘ Aspstance Program e L Ne
Munage Labor Exchange " *Bmcerving or Notified of Pell Grant Yes ® bo
Manage Actiities

* duw you @ Publicly Supported Foster Ohild? Yeu, | & pulsiachy g =

Enter nothing. Click “next”

-] < W greghinges X s NOBSATHGON - Progrems | X s OSHIN GOV - Apiicatier. % | 46 = - I

T o p—-— ST OO0 e BT cleation/apnhcancematlaserTs = o 48 +AD =

At e il L st kormicn |

SHAP Bighiy e
* saalf Pomitions e =
My Staéf Dashboseed St Created 10
My Stadt Resources . Date Croatet
il Bt 1D
My Sl Acceunt
Diste Last Estedt
Directary af Servces Curvent Cine Manager Canm cuently ot Asigred 10 8 Caue Manages
s Case Manager
Aarign Me.
Bemeve Case Manages Assigeenent
i Case Manager
Manage indridusls v Ciie Hote: 1 4 & e Caoe Mt | Show Filter
Munage Employers J H
Mo data found
Manage Réumas
Manage Job Orders
Manage Labor Exchange  * Eit Wizaed
SRS
Manage Acthities 2 it

Enter nothing. Click “next”

@ 3t of lenmaen N - [T AN SPgram b % ORSSTNGON - Acplcton X | o - o %

& TR 10 pemsobne com o 00000 VoSNt pr plitationyapphicatondocument my @ 8 + Q0 =

Listiel Exskenn i She doseuments wvailalsle on the salactid indriskaal TRk the View [ek Bk 59 v that particulst tem

Mty Staft Dashboard

My Sta Rissurces
My Staff Account

Directony of Services

Exit Wizard

Manage bethidisals

Manage Employers
& sarvices Erboricile @ See bap € Site Searn o Page Pretremces ) Adsictince.

Manage Rézumes

Py Brcscy Saatermart | Disctuimer | Terms of Lie | Actisaitlity | Rexmemersed Settings | FIC) | Pronect Voutsell | Absut thi Ste | Cortart L
Munige Libor Exchange ' D Home % Sign Dut

Manage Activities
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H Huey n
e Click “finish
[ T .Y % | [l tmplopew dacing iy oo X IORSAINGEN  Pograms | X KESATNGEY - Apphosion %
€ O Pipagied geosoling.com T 50/vosd TNN000 el oragr of spphciboneigbiltyante @ se 0D 4+ A9 =

i

Service Tracking: ON

e —— Fox by fick e question maark icon et o poch section

Ritlease Incividusl
PRSPPI - - ]
°
Exgiie for SNAFT Yes
My Staff Dashboaed
My Staft Resouces
My Staff Account T PROCEED DIRECTLY TO ENROLLMENT CLICK THE NEXT BUTTON
Directory of Services TO NOT ENROLL AT THIS TIME CLICK THE FINISH BUTTON
it Wizand

XX

d’:{‘ Y iy
Marage Indivichusls
Marage E

i & sevvers Fyfonios @t M € Ste Seaich o Page Prefesences @ st

Marage Résumds

ot | Do | T o L | Accosnitabioy | Beenmmencient St | G | Srotest

¢ Now to print, expand “appointments” and click on “appointment 1"

- - x

& o of Tenvessea. % | [l troloy X b Progrems i % KRSATNGOV - Programa T X |
€ D@ b ek gesaling com | 5ol TOOON0 ar emaragemerl progeamsts 0o Qs TE +$ A Q0 =

Location and Staff

v - Dl

LWIA: 04 - LWDA 04 Onestop: 74
My Feports Create Stalf Username: 1244377 Edit Staff Username

Sumanary Reports Ousy Manager: tik Temparary Case Manager: 14
Detiled Reports
i  Participation 0
Custom pr:ﬂ\
= Activities / Enroliments / Services o
Ad-Hox Query Wi
= Partner Programs 5
L Appeintments 1

Create Appointment

Mesages
Search|
Comespandence s
] Status Appointment Date & Time Letter Created Date Letier Mame:
1 Schdsled DB/ B15 AM

e If you have multiple counties, you may need to correct the county information.
Then click “find correspondence letter”.

@ satw of fennesses * [l tmplay gty X | ograms | X Jp HORSATHGOY - SNAP Aope X |

€ @@ Wips ) smprglst geosoling com 150y 000N o/ protgars /ajpbeaban sapomntmendetier sy Te [ TE + QO =

My Staff Dashiboard Name I ’

My Staff Resources

My Staff Account .
L

Pirhkey of Srdcom Appointment 1
Mumbser

Appointment Status: Atterwed o
* Appointment Date:  [eztza2 (menfde

Manage Indrviduals

*appointment Time:  [p8 = - T oam
Manage Emplayers
*LarRegion |uwpaoa
Manage Résumes
Manage Job Orders ’ * Dffice Location: American Job Center - Knoville v
Manage Labor Exchange
Manage Actrvities
Manage Case Assignment ™
Letter:  Find Corresp Letier

Manage Prafiling P

Manage Follow-Up




Click “insert template” for creating appointment letter.
@ Ste of Termsses X hupgfrainingvideos geosdline. 2| s JOBSATN.GOV - Stall Senvice 2 [ JOBSSTN.GOV - Letter Build 2 | 4 = @ o
€ 0a E1 ¢  Qsearch wBAa &+ & =

geosoline.com/1

This is the Staging Site!

2 s w individuals B8 5 mpioyers [ Labor Market Analysis

Manage Profiling
Bsowee O B B BEE S Q by |
B I USTIL % x* ;== £ E E E E = A= ® Q=

Manage Follow-Up

Manage Providers -
Styles -| Forma - || Fomt | see - (| A- B M @

Manage Funds

Manage Visitors

Manage WARN
Notifications

My Reports
Summary Reports
Detailed Reports

Custom Reports

Ad-Hoc Query Wizard
Reck | Insert Action Words | Clear Text | Remaye Al Formatting |

Federal Reports | Insert Template | Insert Vanable | Preview |

Live Data

Pop up window will show template options. Click “select” for “appointment letter”

@ State of Tenressen x

€ ©a

Jtairangvidess gessalies 2 | s IOBSATRGOV - Stafl Servie: 20 §o ) Letter Buikl X o ] *

1 geosalinc.com/1

I @ HOBSATN.GOV - Seluct a Latter Tomplate - Mozilla Firofex - o » T B &+ @

£ geosclinc.com/150

ciedd Motify Job Seeker of Apgiication Made

Manage Profiling

Manage Follow-Up 1 Job Secker Follow Up

B I U
Manage Providers | Jobls) Available SYSTEM
Stylea
Manage Funds ' | |
Jobls) Application SYSTEM
Manage Visitors
Scam Employer Notice SYSTEM s
Manage WARN
Notifications
GEIAUIND Communication Test Template GsiAutomationStaff
FlsDoNothiodity
=]
My Reports
SNAP DHS Status Motice Client i no longer Sonya Brown
Summary Reports participating
Detailed Reparts SNAP Appointment Letter Sonya Brown
Custom Reports Copy of Scam Employer Notice Sharyn Pelych
Ad-Hoc Query Wizard | 4
Med cert template Jarermy Colbert
Federal Reports
Livis ik .S.N.G.P DHS Sta‘m hm..ce Client requests I.o.eelha Gii.l.:wr[ ; |
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¢ Do not make any changes to letter (except your contact phone number and name
at bottom if needed)

& state of Tennessee 2 hitp/walningvidecs.geosolinee X | |+ JOBSATRGOV - Staff Servic 2 [ JOBSATNGOV - Latter Build. 2 = a ><
mmunications/LetterCenter/Letterddd.asps  E3 @ Q Seorch TE A9 =

This is the Staging Sitel

€ D& hitps/istagingtad geosoline.com/1 50/

at Home DMy Decshboand T Sign Out & Services for indivicial 88 tor Employers Gl | abor Markat Ansbyss
Leller body.

Manage Profiling
Bsowee D R B ERERE & « QiR
B I USTI xx|;.: = E & A8 = rOES Q=

Manage Follew-Up

Manage Providers

Stles | Fomat - | Font sl sze -||A- -3 @
Manage Furds ’ ’ . . -
toward your work equirsment hours,

Manage Visitors

With your cooperation, we will make every effort o assist you with your employment goats and training needs.

Manage WARN
Notfications
Appointment Date: ez Locasion
3 Appointmant Time: B:15.AM 60 Ridley Swoet
E Reports
Crssvite
My Reports TH 38555

314847456
Sincerely,

Ternessee Department of Labor and Warkfofce Devenpment
ustom Repaorts

Ad-Hoe Query Wizard ot 4
1 Spell Check ] Inseert Action Words | Clear Text | Remave AN F Ming |

Federal Reports

Live Data

e Click “save” at bottom of screen.
e Follow previous instructions for printing options

Re-scheduling appointments. If participant calls to reschedule appointment after
receiving apt letter:

Click on appointment number

ok £« @O | B ORSTNGOV - Programs T

{'\u me Qu.. ashboaid T Sign tht 8, < . phoyers [ Labor Market Anabyids

My Dashboard Appointments 1
How We Can Help You 4 Create Appaintment
Employment Strate,
e 2t Smnh
Directary of Servi
i, ki Appo!nnml Appointmant Date & Latter Created
My Resources Time Date Letter Nama
Scheduled 06/13/2017 10:30 AM 06/08/2017 201768102857 _SNAP
Appointment Letter #1 2851469
Job Search
Résumé Builder 5 i
P tions 0
My Partfolio
e 0
ment 0

Career Services
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Mark as rescheduled

&« ¥ https://stag ngtad geosolincoom/1 50/vosd vosnet/programs/application/appoints 2 ~ @ G| | KOBSATN.GEV - SNAP Appoi

This is the Staging Site!

£ Home (D My Dashboard " Sign Out & Services for Individuals &l Services for Employers [l Labor Market Analysis Cuick Search D
(DUA)
" ©
None Selected

Manage Overpayments Appointment Scheduled

Number: Attended
Manage Payments No Show

Appointment Status:  [FEER RN
Manage Multi-Claimant
Issues * Appeintment Date:  |o6/25/2012 (mm/dd/yyyy) =)
Manage Audits * Appaintment Time: ,@ : ,@ AM
Manage Appeals * LWIA/Region: LWDA 03
Manage Monetary .

* Office Location: |American Job Center - Knoxville 1]
Manage Non-Monetary
"y
Manage Reemployment
B Document Information ~
Manage Investigations
©

Manage Interfaces X i

Appointment Letter:  Find Correspondence Letter
Manage Notifications
B Currentlv Manaaina

You would then need to enter new appointment. Enter case note to document the
reason appointment was rescheduled.

Returned appointment letter. If appointment letter is returned, go on the USPS
website and use the” look up zip code” link to verify that address is listed as a
legitimate address. If not, re-send a new appointment letter with new date and time
to corrected address. Ifitis correct, then send a miscellaneous DHS notification
through VOS that appointment letter was returned and client could not be notified of
appointment with the address listed on referral. Add a case note for each action
taken.
e Appointments need to be scheduled and letters mailed within 48 hours of
receiving referrals. Participants should have an orientation dates within seven to
ten days of the referral date.
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Orientation

e Use Power Point is issued each FY by Central Office to conduct orientation. This
will consist of overview of program and explanation of offered components.

o Verify that Jobs4tn self-registration has been completed.

e After orientation, sit with each individual and conduct one on one assessment to
determine client’s barriers and goals. Document in case notes that assessment
was held and a summary of that assessment. This is a federal requirement and
must be captured in a case note.

e Make appropriate referrals for taking the first step towards their goal.

o Give referral information for Adult Education participants. They will need
to contact our Adult Education partners to schedule their orientation and
intake process.

o0 Refer participants interested in training to LWDA Title | partners. Staff
within the AJC needs to coordinate the customer flow so a streamlined co-
enrollment process can occur.

o Connect participants not interested in training with AJC staff, resource
center and workshops and encourage customer to maximize use of
Jobs4tn by completing background, skills section, and resume.

e Give participant the next monthly follow up appointment date and time.

Staff responsibilities after Orientation

e Mark appointment in VOS as Attended, Rescheduled, or No Show.
This can be done on each individual participant’s SNAP application by going into
the program tab under the appointment link. Click on the appointment number
and make selection.
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T r———

= Menu

Notifications

My Reports

Summary Reports
Detailed Reports
Custom Reports
Ad-Hoc Query Wizard
Federal Reports

Live Data

B Communica

Messages
Correspondence

Alerts

e

54 gusgsiin com

— e

Manage Ul Accounting
Manage Benefit Charges
Manage Disaster
Unemployment Assistance
(DUA)

Manage Overpayments

Manage Payments

Manage Multi-Claimant
lssues

Manage Audits
Manage Appeals
Manage Monetary
Manage Non-Monetary

Manage Reemployment

B BC | ICEMTHNGN -Programs -
This Is the Staging Site!

48 Home (D) My Dashboard = Sign Out

ces for Employers [ Labor Market Analysis

[l Activities / Enrollments / Services 1
El Partner Programs 0
£l Appointments 1

Create Appointment

Searc h:l

Appointmen Appointment Date & Letter Created
Status Time Date Letter Name

Scheduled

06/13/2017 10:30 AM 201768102857 _SNAP

Appointment Letter #1_2851459

06/08/2017

- B pocssmiooy- s apm.

This Is the Staging Site!

&3 Home (L) My Dashboard ' sig for Individuals

il Services for Employers [l Labor Market Analysis

SSN:

Name:

General Information

Appeintment 1
Number:

Appeintment Status:
jo6/25/202 (mm/dd/fyyyy) [ Ioday

LWDA 03

15/v| AM

™

IArnErican Job Center - Knoxville

This can also be done quickly for the whole group that is scheduled that day.
For doing the whole group, follow these steps:
» Under “Services for Workforce Staff” on left side of screen, choose
Manage Activities
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S p—— ye— . P @] RGO - Programs

This Is the Staging Site! Pl

¢ Individuals g Services for Employers [l Labor Market Analysis

= Menu 43 Home (D) My Sign Out & Servi

B Services for Workforce
Staff

Manage Individuals ' SNAP Employment and Training Apps: 1

Manage Employers - —_—
Create SNAP Employment & Training Application

Manage Résumes

2L SNAP #301105148 - Complet:
Manage Job Orders ) ' .3 S

Manage Labor Exchange LWiA: 03 - LWDA 03 Application Date 06/07/2017

. 12 - American Job Center - Participation Date: 06/13/2017
Manage Activities K i
noxville Closure Date: N/A

Manage Case Assignment S

Open/Total Activities: 0/1 Exit Date: N/A
Manage Profiling
Manage Follow-Up
Manage Providers , l Workforce Innovation and Opportunity Act (WIOA) Program Apps: 0
Manage Funds ) Create Workforce Innovation and Opportunity Act (WIOA) Application

Manage Visitors

» Choose “Scheduled Snap Appointments”

o %
[ |- T r—— ecamamangemant : 2+ @2 | rowsaTeon - progams
This Is the Staging Site!
= Menu &3 Home (D) My Dashbioard T Sign Out & Services for Individuals & Services for Employers [l Labor Market Analysis Quick Search Q
Manage Activities » Individual Services '1(2 - A|:|I1Iencan Job Center - Participation Date: 06/13/2017
noxville Closure Date: N/A
Manage Case Assignment * One service to multiple 0/1
individuals Exit Date: N/A
Manage Profiling
Employer Services
Manage Follow-Up
One service to multiple H H .
Manage Providers » employers ration and Opportunity Act (WIOA) Program Apps: 0
Manage Funds b Scheduled Services ition and Opportunity Act (WIDA) Application
Manage Visitors " Events
Manage WARN Event Rosters
Notifications .

Scheduled SNAP Program Apps: 0

Appointments
B Reports LITALE J1aue Suusuier

My Reports

ation

Summary Reports Activity Status: [ = Open, | = Closed, [ = System Closed, [ = Voided
Detailed Reports

[ &) Print All ] -

= When screen appears, enter the LWDA number and appointment
date and scroll down to select “Find Records”

* Then choose attended, no show or rescheduled for each
participant.
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e Y p————r] - PR p——— P @O IORTNOON - Scheded . ¥

This is the Staging Site!

= Menu fat Home (L) My Dashboard T Sign Out & Services for Individuals & Services for Employers [l Labor Market Analysis Quick Search D
Manage Lisaster

:‘gj:;plo)fmem Assistance \ Scheduled Appointments

Manage Overpayments ) .Appo!ntlnent Last Name First Name
Time
Manage Payments ’ —
6/13/2017 1 I I Scheduled
Manage Multi-Claimant 10:30:00 AM Attended
Issues ’ No Show
(A L I I Rescheduled
M Audit 10:30:00 AM
anage Audits
6132017 1 | | [scheduted [v]
Manage Appeals ) 10:30:00 AM
Manage Monetary 613207 1 | |scheduled  [w]
10:30:00 AM
Manage Non-Monetary 6132017 1 | | |scheduled  [w]
10:30:00 AM
Manage Reemployment
6132017 1 | | [scheduted  |w|
Manage Investigations ) 10:30:00 AM
6/132017 2 |scheduled  [W]
Manage Interfaces RS I I
Manage Notifications R | ] |scheduled  [w]
10:30:00 AM -

e Participants that were No Shows to Orientation
o All DHS notifications are required to be sent within five days.
o Click on the appointment and mark as a no show if not completed by

group process above.
o Click “+ DHS Notification” link to expand and click “create DHS notifications

& State of Tennesses ¥ | Hitpfiningvidecs geasolines X o IOBSHINGOV Mogears 30 [+ JDISATN.GON - Programs 1 X 4 = (] x
€ 0@ hipsy/wess jobsdingow vosnet/casemanagement/programsta B ¢ O seadh T8 $ AT =

Jobsd TH.gov has a new look and feell

o vome DMy Dashboard T Sonow & ce & s for Employers [l Labor Market Aratyss

Labar Market Services

Unemployment Services LWIA: (4 - LWDA 04 Onestop: 13 - Amencan Job Center - Alcoa
Create Staff Username: DHSSNAP Edit Staff Username: DHSSNAF
Weorkplacel Taining Case Manager: N/A Temporary Case Manager: N/
| "
‘Commumnication Center '
Appointment Center & Activities / Enrollments / Services o
Assistance Conter Y I Partner Programs o
Su)l.umer Satisfact & Appointments 2
DHS Notifications L]

Create DHS Notification

There are no records to display.

“ Credentials o

= Add Employment [

o Select Notification type. Unless an ABAWD participant, select “Not
Participating”
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o Select “Client failed to attend scheduled appointment” on Additional
Information.

o Choose appointment date , LWDA region, and office location

o If additional comments are needed other than the template wording , type
the comments in the box, if not scroll and click on “send message” at the
bottom of the page (not shown)

@ State of Tennesses X | hitpfrainingvideos.geasolinc: 3 [ JOBSATN.GOV - DHS Mot X s JOBSATN.GOV - Programs T X | + R Y

€ T @ httpsiiwaw jobsdingowvosnet/programs/appbation/dhenotificat pilenc=PWhPgYOIKpOD/Uskr B3 @ @ Search wB +$ a0 =

&t Home  (D)My Dasrboand %

*Notification Type: [ None Selected

ices for Workforce * Additional None Selacted |~

Information:
Manzge Incividuals 4 * Appointment Date: |Nen,_. Selactad
Manage Employers * LWIA/Region: LWDA 04
Manage Résumés y

* Office Location: | American Job Center - Crossville

Manage Job Orders
Manage Labor Exchange Comments
Manizge Activities b BIUL & =28 =2 =0M8

Manage Case Assignment
Manzage Profiling

Manzge Fellow-Ug _
Manage Providers ’

Manzge Funds

Manzge Visitors

Manzge WARN

o Click “insert template” (found under the large box)

o Choose template marked “SNAP DHS Notice/Client is no Longer
Participating”
Click Send.
Verify that a date is showing for that notification under the “create DHS
notice box"” to ensure that all steps were taken.
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D Siate of Teruwsae X | Mipaningydangomeline: K L DRSUTNGIV - Program | % s JORSATMGON - Progieen T 2 | 4 - a8 X

JobsATM.gov has a now look and feal!

My Distboond 78 Sgn Ol & Sevres for indvictaaks B3 Servicrss lor Emgiloyers ] Labew Mariet Arysis

Aassistance Center ’ £ Partner Programs L]
= Appointments 2

DHS Notifications 1

Create DHS Mol

06122007 ot Participating Chent Faied to v:ism«: ed

- Credentials. o

El Add Employment o

Exit / Quicome LS

Participants that reported to Orientation and decided NOT to participate

o Steps above would be the same, only appointment would be marked as
attended.
Notification type would still be “not participating”
Additional information drop down selection would be “client attended
appointment but decided not to participate”

o Inthe comments box, type the additional information “client attended
appointment but decided not to participate” so it will be captured on the
notice format that DHS will see.

Participants that reported and are participating

o Confirm with participant at orientation that they completed the Jobs4tn
registration.

0 After orientation, meet one on one with participant for assessment. This
assessment will need to be documented and summary given in a case
note. For each case note, SNAP should always be selected for the
program. It can be selected as the partner program if they are co-
enrolled.

o Work with participant to develop a goal and identify the first step they
need to take towards that goal. Give them date for the next follow up
appointment. If they are enrolling in Adult Education, give a calendar for
them to track attendance. They will have instructor sign and bring back on
the follow up appointment.
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o Use Quick Search to pull up participants file.

0 Activate the Wagner Peyser service. On the left side menu under currently
managing, check to see if it states “Services tracking on” or “WP services

not recording.” It will show in green letters if they are already active with
WP.

O 6o oo O i B 8 6| e vt

Jobs4TN.gov has a new look and feel! Pl

= Menu % Home (L) My Dashboard ¥ Sign Out & Services for Individuals @i Services for Employers [l Labor Market Analysis Quick .‘;F.ar.rhp
Manage Interfaces

Manage Notifications

B Currently Managing

Claims Profile - Select this option to work with unemployment compensation claim information in which the selected
Individual may be active.

——

Service Tracking: ON

Appeals Profile - Select this option to work with unemployment compensation appeals information in which the selected
Individual or employer may be active.

Release Individual Case Management Profile - Select this option to work with application and intake information that the selected Individual

. - may be eligible for.
Assist a new Individual

B My Staff Workspace

My Staff Dashboard

B 8 B

=

Report Profile - Select this option to work with reports for the selected Individual. For example view reports that display
tracking, core service usage, and case history.

My Staff Resources

My Staff Account

Return to Directory of Services |

Directory of Services

& Services I Portfolio & Site Map @, Site Search ¢ Page Preferences & Assistance

mE 8 0O £

A Services for Workforce

If green “Service Tracking words do not appear, click on the words “ WP Services not
recording”
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Jobs4TN.gov has a new look and feel!

= Menu £ Home (L) My Dashboard = Sign out & Senvi rindividuals i Services for Employers [l Labor Market Analysis

*Are you receiving  |Neither Claimant nor Exhaustee|V|
B Currently Manac Unemployment

Insurance Benefits?

* Highest Education |High School Diploma v

Level Achieved:

Release Individual

* Are you attending INCI, Not Attending Any School ﬂ
Assist a new Individual schoal?
© My Staff Workspace * Citizenship: [uss. citizen/Naturalized vl
My Staff Dashboard * Are you currently ® Yes () No

looking for work?
My Staff Resources

* Are you authorized @ Yes O No
My Staff Account to work in the

United States?

Directory of Services

o
g
e

* Do you have a
B Services for Workforce disability?

Staff

® No O Mot Specified

No

o
g
®

* Have you received

= @ e
» Under Staff information, choose LWDA, Office, and activity code for
Orientation which is 101.

= Scroll to the bottom of the screen and click on “Enroll in Wagner
Peyser”
o Complete the PIRL for data collection. This is a requirement for each
participant we work with.
» Click on “Programs” under Case Management Profile

J¥ hittps://wwwjobsdtngov/vosnet/casemanagement/programstab P @G §[IOBSATNGOV - Programs Tab

Jobs4TN.gov has a new look and feel!

fat Home (L) My Dashboard T Sign Out Individuals @il Services for Employers [l Labor Market An, Quick search O

A e s

Manage Claimants ) ™| My Individual Profiles [ My Individual Plans [ Staft Profiles
[ Personal Profile [ Employment Plan Profile [T General Profile
Manage Employers ’ General Information Ritsurmis: Summary
Manage Claim ' Activitios Onbine Application | Activities
Memo Virtuial Recrudtes Decuiments [Staff)
Manage Trade Act (TRA) Docsments Employment Strateqy Identity Issues
- ) — [0 Search History Profile Employment Goats [# [ Re-Employment Profile
Manage Ul Accounting ’ N . i o .
Jobs Training Plan Profile ¥ Clairms Profike
Manage Benefit Charges ) Employers Clirssroom Tralning ¥ [) Appeals Profile
Programs Online Training =] [ Case Management Profile
Manage Disaster Lrcipations +| [ Benafits Plan Profls .
Unemployment Assistance Lodustries H 0 Einencial Fon Profily | Programs
(DUA) feas | Btan
# [T Self Assessment Profile
| Assesements
Manage Overpayments ) F [ Communications Profile 5] [ Report Profil
| Tracking
Manage Payments —
o | Combined As
Manage Multi-Claimant . ]
abor Exchange
Issues
Manage Audits

Case Summa Programs Plan Assessments

mE 8 0O £
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Under the first Wagner Peyser Application, which will be the most current, select the
Wizard icon.

| BOBSATN.GOV - Programs Tab

Jobs4TN.gov has a new look and feel!

2} Home (D) My Dashboard T Sign Out 8 ¢

Quick Search p

for Individuals il Senvices for Employers [l Labor Market An

B Currently Managing

I I ' Wagner-Peyser (WP) Program Apps: 5

Service Tracking: ON

Release Individual

Assist a new Individual

03 - LWDA 03 Application Date 08/18/2016
B My Staff Wi . o e
12 - American Job Center - Participation Date: 08/18/2016
My Staff Dashboard Kacxville Closure Date: N/A
Activities: 5 .
My Staff Resources Exit Date: N/A
My Staff Account

Il @ WP #300564485 - Case Closed

Directory of Services

LWIA: 03 - LWDA 03 Application Date 10/28/2015
B Services for Workforce Onestop: 12 - American Job Center - Participation Date: 10/28/2015
Ki il
noxvifle Closure Date: N/A
Total Activities: 1 o

Exit Date: 10/28/2015

Select the “PIRL” tab on the next screen.

FavbT 2« @ G J] JOBSATN.GOV - Case Manag

O i -

= Menu 4 Home (@D board ¥ Sign Out

Step 1. This page will help you process WP Application G I Inf ion for the sel i
eTN -GOV Individual. Please fill in the required fields and then click the Next button. Items marked with a
TR "7 red asterisk indicate required information.

= indicates required fields. ®© For help click the question mark icon.
Veteran Drivers Public Miscellaneous
Information License Assistance Information
Staff Contact Individual
Information Information Emy ment

Currently Participating

Currently participating in the following programs:

Wagner Peyser Application Date: 08/18/2016
Participation Date: 08/18/2016

Workforce Investment Act Application Date: 8/10/2016
Participation Date: 8/10/2016

General Information

Username: | I
User ID: bt
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The following questions will appear on the screen. Make all selections and scroll down
to click “Next”

e & https://www jobsdtn.gow/vosnet/Programs/Application/ WP/ WPPIRLDataCollection aspetenc 2 = @ & ) JOBSATN.GOV - PIRL Data C...

Jobs4TN.gov has a new look and feel!

e (R)My Dashboard T signout & or Individuals il Services for Emple [l Labor Market A Quick search O

PIRL Information

* Category of Disability : & No disability
O Physical/Chronic Health Condition
[ Physical/Mobility Impairment
] Mmental or Psychiatric Disability
] vision-related disability
[] Hearing-related disability
O Learning Disability
O Cognitive/Intellectual disability
O Participant did not disclose type of disability
*Migrant and Seasonal Farmworker Status: ||\,|D ﬂ
H ! ‘s Integration Program ,—
Grantee:
* Ul Referred By Status: Mot Applicable v
Unemployed for 27 or more consecutive O ves ® No
weeks (Long Term): v

mE 8 0O £

e €| https://www jobsdtn.gow/vosnet/Programs/Application/ WP/ WPPIRLDataCollection aspetenc 2 = @ & ) JOBSATN.GOV - PIRL Data C...

Jobs4TN.gov has a new look and feel!

fat Home (L) My Dashboard T Signout & or Individuals il Services for Employers [l Labor Market Analysis Quick search O
Search Onet
Occupational code of most recent 43508104 - Order Fillers, Wholesale and Retail £
ploy t prior to prog entry:

Tenure (number of months) with

employer at separation
* Highest School Grade completed: [1 2 school grades completed ﬂ
* Highest Education Level completed:
Attained high school diploma E
* 851 Recipient: O applicant O Family Member ® Unknown
* Low Income: ® ves O No
*Homeless: O ves ® no
* Runaway Youth: O ves ® No
* Ex-Offender - individual has been O ves ® no

arrested/convicted of a crime: o

mE 8 0O £
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e €| https://www jobsdtn.gow/vosnet/Programs/Application/ WP/ WPPIRLDataCollection aspetenc 2 = @ & ) JOBSATN.GOV - PIRL Data C...

Jobs4TN.gov has a new look and feel!

fat Home (L) My Dashboard T¥ sign out &4 or Individuals il Services for Emple [l Labor Market Analysis Quick search O

* English Language Learner O ves ® Mo

* Basic skills deficient/Low levels of literacy O ves ® wNo

* Cultural Barriers: O ves O Mo @ Pparticipant did not self-identify
*Single Parent: O ves O No ® Participant did not self-identify
* Displaced Homemaker Mo L¥]

A, Services [ Portfolio &0 Site Map @, Site Search ¢ Page Preferences & Assistance

Privacy Statement | Disclaimer | Terms of Use | Accessibility | Recommended Settings | EEO | Protect Yourself | About this Site | Contact Us

3 Home = Sign Out

P - @G JIOBSATNGOV - Case Manag

= Menu

scellaneous Information

upplemental Nutrition Assistance [] Temporary Assistance to Needy

. . Program (SMAF) Families (TANF)
]ndwlc!ual has .apphe_d '_For any of the ] Trade Adjustment Assistance (TAA) [ Unemploy Insurance
following services within the last 30 days [] Vocational Rehabilitation Services [[) Workforce Innovation and

Opportunity Act (WIOA)
Did you attend a group orientation? (Rapid O Yes ® No
Response)
Dislocation Event #: [ Event Search ]
Special Program 1 Naone Selected V|
Special Program 2 None Selected |V
Special Program 3 None Selected |V
Special Program 4 None Selected | V|
Special Program 5 None Selected v
Meets Wagner-Peyser Eligibility Yes

Meets Significant Barrier to Employment No
SBE)

[ Add a new Case Note | Show Filter Criteria ]

I
Add a Case Note

Mo data found. bt

mE 8 0O £
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= s} *
P - @G JIOBSATNGOV - Case Manag

= Menu £ Home (D) My Dashboard T Sign Out & Services for Individuals &% Services for Employers [l Labor Market Analysis IZ'.II.rir(:\'e:urnp (el

Current Case Manager: Assign Case Manager
Assign Me
Remove Case Manager Assignment
Previous Case Manager:
Date Created 08/18/2016
Date Last Edited 06/15/2017

Exit This Step

ck | | Delete

& Services [/Portfolio @ Site Map €, Site Preferences @ Assistance

Privacy Statement | Disclaimer | Terms of Use | Accessibility | Recom
Contact U

Settings | EEO | Protect Yourself | About this Site |

&3 Home = sig

Copyright © 1998-2017 Geographic <. All rights reserved.

For more information contact Geographic Solutions.
17.0

NPARpStaff_process.asp v

o You will now need to enter the SNAP module in VOS to complete
necessary VOS steps.

o From top of the screen menu, select programs under case management
profile.

[ T E—— e 5= 8] oesamaon- s

This is the Staging Site!

= Menu &3 Home (D) My Dashbioard T Sign Out & Services for Individuals & Services for Employers [l Labor Market Analysis Quick .‘;F.ar.rhp

ices fi
B Services for [ Assist an individual | Staff Services | Individual Portfolio ]

Unemployment Staff

Manage Claimants ) [ My Individual Profiles ") My Individual Plans [ Staft Profiles
[ Employment Plan Profile [T General Profile

Manage Employers 4 Ribsumis Surnmary

Job Applications Case Notes
Manage Claim Online Application Activities

Virtual Reeruites Docunents (Staff)
Manage Trade Act (TRA) Emmployment Strstesy Identity Isses

) ) Employment Gosls # [ Re-Employment Profile
Manage Ul Accounting ’ I ining Plan Profile ¥ [ Claims Profie
Manage Benefit Charges +1 () enefts Plan Profle H [ dppesls roflle
3 [ Financial Plan Profite 21 [ Case Management Profile

Manage Disaster Cose Summary
Unemployment Assistance Programs
(DUA) ) plan

Assesemaents

Manage Overpayments ¥ [ Rupont Frofile

Manage Payments

Manage Multi-Claimant Case Summary Programs Elan Asses,
Issues ’ N

mE 8 0O £

o Scroll down to SNAP E &T and click on the SNAP application
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[ T E—— e 5= 8] oesamaon- s

This is the Staging Site!

= Menu &3 Home (D) My Dashbioard T Sign Out & Services for Individuals & Services for Employers [l Labor Market Analysis Quick .‘;F.ar.rhp

Manage Individuals ' SNAP Employment and Training

Manage Employers

Create SNAP Employment & Training Application

v 9{% SNAP #301105148 - Incomplete

Manage Labor Exchan LWIA: 03 - LWDA 03 Application Date
Manage Activities Onestop: 12- Al:nencan Job Center - Participation Date:
Knoxville

Closure Date:

Manage Case Assignment ' Open/Total Activities: 0/0 S

Manage Profiling
Manage Follow-Up

Manage Providers

, l Workforce Innovation and Opportunity Act (WIOA) Program

Manage Funds »  Create Workforce Innovation and Opportunity Act (WIOA) Application

Manage Visitors

Manage WARN
Notifications ’ |

o Complete SNAP application

Apps: 1
06/07/2017
N/A
N/A
N/A
Apps: 0

» Change the application status from pending to appraised.

[ T r— e G B~ 6] roiior e

This is the Staging Sit

43 Home (D) My Dashboard ¥

Quick Search D

Manage Reemployment

- Application 1D: —
Manage Investigations
Staff User ID: DHSSMAP - Process, Batch
Manage Interfaces
* Application Date: 0670772017 (mmyddryyyy) [ Today

Manage Notifications
* Participation Type:

B Currently Managing * Application Status:

* LWIA/Region:
. - -
Service Tracking: ON Office Location: er - Knoxville v

Release Individual

Assist a new Individual
Exit Wizard

B My Staff Workspace | Next >> N

My Staff Dashboard

My Staff Resources

mE 8 0O £

A Services I Portfolio &0 Site Map @, Site Search @ Page Preferences @ Assistance

» Continue clicking the next button to move through screens. Most
of these screens will already be populated from Jobs4tn

registration. There are some questions that they have to be

answered again. You may need to refer back to basic registration

information to obtain answers.
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[ Y T——

= Menu
Manage Employers
Manage Claim
Manage Trade Act (TRA)
Manage Ul Accounting
Manage Benefit Charges

Manage Disaster

Unemployment Assistance

(DUA)
Manage Overpayments
Manage Payments

Manage Multi-Claimant
Issues

Manage Audits
Manage Appeals

Manage Monetary

» When you get to the staff information page, choose “Assign Me” for
case manager

&3 Home (D) My Dashbioard T Sign Out & Services for Individuals & Services for Employers [l Labor Market Analysis

# Indicates required fields.

Staff Information

O - @ 2 || rowsamioon - appicatio

This is the Staging Site!

Quick Search p

®© For help click the question mark icon.

SMAP Eligibility:
Staff Position:
staff Created ID:
Date Created:
Staff Edited ID:

Date Last Edited:

Current Case Manager:

Case MNote:

Previous Case Manager:

Yes

Staff
DHSSMNAP
06/08/2017
CG75210

06/13/2017
Case currently Mot Assigned to a Case Manager
Assign Case Manager
Assign Me
Remove Case Manager Assignment

[ Add a new Case Note | Show Filter Criteria ]

o] coow | s e

No data found. |

mE 8 0O £

» When you get to this screen, click on “next” to choose proceed
directly to enrollment, since participant has reported to orientation
and participation has begun.
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Y o B~ 55 ooy oo

This Is the Staging Site! Pl

= Menu £ Home (D) My Dashbioard T Sign Out & se for Individuals s Services for Employ [l Labor Market An
sl y LU e U U

Manage Monetary

Manage Non-Monetary

Participation Information

* Participation Date I (mm/ddfyyyy) [

Manage Reemployment

Manage Investigations

Manage Interfaces 4 Participation Age

Manage Motifications

* Highest Education Level Achieved Imlained Other Post-Secondary Degree or Certification ﬂ

B Currently Managing

: * Are You Attending School? INo. Mot Attending Any School

Service Tracking: ON Federal Definition of School Not attending school H.5. Grad|
Status

V]

Release Individual

Assist a new Individual * Employment Status at Time of [Nt Employed
Participation

B My Staff Work

* UC/UI Eligibility status at |Neither Claimant nor Exhaustee E‘

D - @ & | 100saTHGON - applcati

This is the Staging Site!

es for Employers [l Labor Market Analysi

Manage Ul Accounting

Manage Benefit Charges

Manage Disaster
Unemployment Assistance

(DUA) ¥ TO PROCEED DIRECTLY TO ENROLLMENT CLICK THE NEXT BUTTON
Manage Overpayments ¥ TO NOT ENROLL AT THIS TIME CLICK THE FINISH BUTTON
Manage Payments " Exit Wizard

Manage Multi-Claimant

Issues L

Manage Audits

Manage Appeals L 2 Services Iy Portfolio @9 Site Map ©, Site Search ¢ Page Preferences @ Assistance

Manage Monetary L Privacy Statement | Disclaimer | Terms of Use | Accessibility | Recommended Settings | EEO | Protect Yourself | About this Site | Contact Us

Manage Non-Moneta
9 R 2t Home =® Sign Out
Manage Reemployment
Cogyright © 1998-2017 Geographic Sclutions, Inc. Al rights reserved.

Manage Investigations ’ For more: nn:!:g‘ i Sohutions.

» When you get to the screen that requires a participation date, enter
the date of the orientation.

» On the next screen, click on “create Activity” .Activity code will be
615 SNAP appraisal. Begin and end date will be the same date for
this activity.
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e 30 Petpr. m15ingtad geenslin.com 1551 e : toameraLargs e S RCHRGA DGIRE et £+ @ G | IONSATIHGON - Actviy s

= Menu £ Home (D) My Dashbioard " Sign O or Individuals  fa Services for Employe r Market Ana

Manage Reemployment  *

Manage Investigations » Enroliment Information

Manage Interfaces ) e
* Activi .
Manage MNotifications Activity Code:
[ Select Activity Code ||
B Currently Ma
Projected Begin Date: E] Toda
Actual Begin Date: ,()bﬂi,a‘ﬂh’—
Service Tracking: ON Actual bagin date may not be modifiad on the first activity.
Release Individual * Projected End Date: %] Toda
Assist a new Individual
B My Staff Workspace
My Staff Dashboard ©
My Staff Resources » Staff 1D: CGT5210
My Staff Account * Position:

mE 8 0O £

e 30 Petpr. m15ingtad geenslin.com 1551 e : toameraLargs e S RCHRGA DGIRE et £+ @ G | IONSATIHGON - Actviy s

= Menu me (L) My Dashboard "= Sign i r Market Ana

Manage Interfaces » (7]

. . * Activity Code: .
Manage Motifications ivity Code 615 | SNAF Appraisal

[ Select Activity Code |
B Currently Mana

Projected Begin Date: 06/13/2017  [55] Today

Actual Begin Date: j06,/13/2017
Service Tracking: ON Actual begin date may not be modified onghe first activity.
Release Individual * Projected End Date: 06/13/2017 | BR8] Today

Assist a new Individual

B My Staff Workspace

My Staff Dashboard (7]
My Staff Resources r Staff 1D: carsa1e
My Staff Account * Position: Staff v
Directory of Services Current Case Manager: Case currently Not Assigned to a Case Manager
Assign Case Manager -

= Provider will be SNAP office services

= Service, Course, contract selection will be SNAP appraisal.
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Y i B 86§ omemor i

This is the Staging Site!

= Menu £ Home (D) My Dashbioard T Sign Out & Services for Individuals & Services for Employers [l

Manage Claim

Manage Trade Act (TRA)  * Enrollment Summary: Enroliment ID: T—

Usermame:
Manage Ul Accounting r SMAF Application 1D:
Activity Code: 815
Manage Benefit Charges * Activity Dates: 6/13/2017 - 6/13/2017
Manage Disaster * Provider: SNAP Office Senices |
Unemployment Assistance I "
» [ Select Provider |
(DUA) » Select Provider
Manage Overpayments * Service, Course or Contract: SNAP Appraisal Activity |

Manage Payments b [ Select Service, Course or Contract
Manage Multi-Claimant . .
lssues » Provider Locations: SNAP Office Senices

) ) Office Location
Manage Audits ' Nashville, TN 37243
Manage Appeals b L Select Provider Locations |
Manage Monetary

Provider Contacts:

Manage Non-Moneta » | Select Provider Co ]

m@ @06
Click Next
» Last activity date will be same day as appraisal date and completion
code successful.

O 6o o i e i 5 86§ omenioor-coni

This is the Staging Site!

= Menu 43 Home (D) My Dashbioard T Sign Out & Services for Individuals & Services for Employers [l Labor Market Analysis
Manage Employers ’ Closure Information
Manage Claim > e
Manage Trade Act (TRA) Enrollment Summary: I 1o )

. ) Username: lnm—
Manage Ul Accounting ¥ SMAF Application 1D: =

Activity Code: 615

Manage Benefit Charges Activity Dates: 6/13/2017 - 6/13/2017
Manage Disaster Last Activity Date: 06/13/2017  [535] Today
Unemployment Assistance

(DUA) :

.| completion Code: [Successtul Completion ]
Manage Overpayments b ompletion e Successful Completion

Manage Payments
Case Notes: | Add a new Case Note | Show Filter Criteria ]

Manage Multi-Claimant
o] cownn v e
Manage Audits 4 No data found.

Manage Appeals

Manage Monetary » ]

mE 8 0O £

»  Click Finish.
» Application should now say complete. You will now need to click on
the plus sign to enter the SNAP module within VOS.
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e ¢ erps 12150701 geosbn.com et/ casemansgeman - £ @S| asTGey - Prognms
This Is the Staging Site!

= Menu £ Home (L) My Dashboard = Sign out & Senvi rindividuals i Services for Employers [l Labor Market Analysis

Manage Individuals : SNAP Employment and Training Apps: 1

Manage Employers . o
Create SNAP Employment & Training Application

Manage Résumes

+ :;*'i SNAP #301105148 - Complete

Manage Job Orders

Manage Labor Exchange 1A: 03 - LWDA 03 Application Date 06/07/2017

Manage Activities nestop: 12 - American Job Center - Participation Date: 06/13/2017

: Knoxville Closure Date: N/A
Manage Case Assignment pen/Total Activities: 0/1 Exit Date: N/A
Manage Profiling
Manage Follow-Up
Manage Providers Workforce Innovation and Opportunity Act (WIOA) Program Apps: 0
Manage Funds ) Create Workforce Innovation and Opportunity Act (WIOA) Application
Manage Visitors
Manage WARN
Notifications ‘ Trade Adjustment Assistance (TAA) Program P~ &

You will now be able to make a selection based on action you need to take.

e [ ——————— Y — : D= @S [ IORHTNGON - Progms
This Is the Staging Site!

ﬁ Home Q My Dashboard T_,._‘ Sign Out :. Servi v Individuals  gag Services for Empéoyers Gl Labor Market Analysis Quick Search p

Manage Visitors

El Participati 13/2017
Manage WARN it eml 0o/13/
Notifications s "

[ Activities / Enroliments / Services 1
B Reports [l Partner Programs o
My Reports £l Appointments 1
Summary Reports

[Z] DHS Notifications 0
Detailed Reports

[ Credentials ]
Custorn Reports

[ Add Employment 0
Ad-Hoc Query Wizard
Federal Reports = Exit / Outcome N/A
Live Data » & Follow-ups 0

B Communications

Messages

' Workforce Innovation and Opportunity Act (WIOA) Program
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e Participation: This step was completed when completing the SNAP application
instructions. If this step was skipped in that process, it will need to be completed
at this point.

e Activities/Enrollments/Services

o Create activity

» The appraisal activity has already been entered during the
participation enrollment during completion of the SNAP
application. You will now need to click on “Create Activity” to enter
the component that participant will be entering.

O T 5~ & 51§ omimioor e

This Is the Staging Site!

2% Home (L) My Dashboard s ndniduals g for Employers [ Labor Market Anatysis Quick Search p

I Participation 06/13/2017

Manage WARN

Notifications

=l Activities / Enrollments / Services 1

Create Activity / Service / Enrollment

My Reports

Searchl

S Reports
HMMAY.~epo Activif Funding / Projected Actual Begin Projected Actual End
Detailed Reports valdsr Grant Begin Date Date End Date Date

Custom Reports 615-SNAP () SNAPEandT  06/13/2017 06/13/2017 06/13/2017  06/13/2017
Appraisal Successful
Ad-Hoc Query Wizard SNAP Office Completion

Services
Federal Repaorts

Live Data ' M4 F‘age:lTE] FH Rows:w

( )

Messages
[ Partner Programs

Cormrespondence v
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On next screen,
(€]

3 hitpe  tagingiad geossbng.com

— Menu

Manage Reemployment
Manage Investigations
Manage Interfaces

Manage Notifications
B Currently Managing

Service Tracking: ON
Release Individual

Assist a new Individual

B My Staff Workspace

My Staff Dashboard

My Staff Resources

My Staff Account

click on “Select Activity Code”

£ Home (D) My Dashbioard T Sign Out & Services for Individuals

N - @G| TNGON - sty s

This is the Staging Site!

i Services for Employers

Ll Labor Market Analysi

Quick Search D

Enroliment Information

7]
* Activity Code: |
.| Select Activity Code |
Projected Begin Date: ﬁ] Today
Actual Begin Date: ﬁ] Today
* Projected End Date: ﬁ] Today
7]
Staff 1D: CGT5210
* Position: |5[af{ |

3 hitpe  tagingiad geossbng.com

— Menu

Manage Reemployment
Manage Investigations
Manage Interfaces

Manage Notifications
B Currently Managing
—

Service Tracking: ON
Release Individual

Assist a new Individual

B My Staff Workspace

My Staff Dashboard

My Staff Resources

My Staff Account

Pe @] IORMTNGON - actavty

[P ——

& hepe

4 geetelne.com

To select an activity, click on an activity link below. Activities that do not have a link mean there are

no programs offered for the selected customer group and / or region.

615

618

620

622

624

626

627

628

[

630

A 632

634
636
638

SMNAP Appraisal

SMAP Enroll in Placement / IES
SNAP Enroll in Work Success Clinic
SNAP Enroll in Life Skills Training
SNAP-Enroll in Workfare Training
SMAP-Enroll in Adult Education
SMAP-Refer to Workforce Services
SMAP-Enroll to Workforce Services
SNAP-Enroll in Vioc/Tech
SNAP-Enroll to Post Secondary Education
SNAP Enroll in Job Search Training
SNAP Enroll in Work Experience

SNAP Enroll in Self-Employment Training

A Activity Activity Title Provider Type
Code

PS - Office Services
S5 - Child Care

PS - Office Services
PS - Office Services
55 - Medical

S8 - Incentives

Ps - Office Services
S5 - Relocation

55 - Transportation
55 - Readjustment
55 - Other

Ps - Office Services

PS - Office Services

Quick Search D

» |If participant has been referred to LWDA for further assessment
and training approval, choose 627 " Refer to Workforce Services”.
Use the date of orientation as the date for the beginning and end
date for component and close activity as successful completion.
When it is communicated to you that participant has been enrolled
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Manage Non-Monetary
Manage Reemployment
Manage Investigations
Manage Interfaces

Manage Motifications

B Currently Managing

Service Tracking: ON
Release Individual

Assist a new Individual

B My Staff Workspace

My Staff Dashboard

tagingta4 geosolinc.com/1

with WIOA, go back into participant's file and add create activity for
“Enrolled in Workforce Services”. Enter the begin date for the date
of WIOA enroliment and the end date for as far out of the actual
training date as VOS will allow which is 120 days. Once this date
has passed, a new “Enrolled to Workforce Services” activity will
need to be entered.

e Q- a0
This is the Staging Site!

| BOBSATN.GOV - Activity Enro.

2} Home (D) My Dashboard T Sign out & or Individuals il Services for Emplay

* Office Location:

.

il Labor Market

American Job Center - Knoxville

Quick Search ,0

Enroliment Information

* Activity Code:

Projected Begin Date:
Actual Begin Date:

* Projected End Date:

628 | SNAP-Enroll to Workforce Services

[ Select Activity Code ]

06/14/2017 555 Today
06142017 555 Today
joes30:2017] ) Today

Staff Information

Staff ID:

CG75210

mE 8 0O £

Information will already be populated on the next screen. Click “Next”

e € hittps

gngtad geosclinc.com, 1

ve O - @G B IORSATN.GOV - Activity Enro.

This is the Staging Site!

2} Home (D) My Dashboard T Sign Out & Services for Individuals i Senvices for Employers

il Labor Market Analysis

Manage Trade Act (TRA)
Manage Ul Accounting
Manage Benefit Charges
Manage Disaster
Unemployment Assistance
(DUA) ‘
Manage Overpayments

Manage Payments

Manage Multi-Claimant
Issues

Manage Audits
Manage Appeals
Manage Monetary
Manage Non-Monetary

Manage Reemployment

Enrollment Summary:

* Provider:

* Service, Course or Contract:

Provider Locations:

Provider Contacts:

envtment 0 e
Username:
SNAP Application |D: —

Activity Code: 628
Activity Dates: 6/14/2017 - 8/30/2017

SMAP Participant Reimbursement

Select Provider ]

Referred to WIOA

[ Select Service, Course or Contract

Participant Reimbursement

Office Locations
MNashville, TN 37243

[ Select Provider Contacts

mE 8 0O £

Quick Search ,0
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You will only need to click “Next “for the screens that appear for the tabs for Enroliment

Cost, Financial Aid, Enrollment Budget, and Budget Planning. We are not completing

these information/steps at this time since participants training costs are being covered
with allocated SNAP funds to the LWDA.

tad.geosolincoom/1

Menu

B Q
[—

Manage Claimants
Manage Employers
Manage Claim

Manage Trade Act (TRA)
Manage Ul Accounting
Manage Benefit Charges

Manage Disaster

Unemployment Assistance

(DUA)

Manage Overpayments

e
B Services for
Unemployment Staff

£t Home (L) My Dashboard =% Sign Out

tp O~ @G § JOBSATN.GOV - Activity Enro.

s the Staging Site!

nidividuals abor Marke!

TENNESSER GOVERWMENT

@TNGOV s

This page displ

General
Information

Financlal

Budget
Planning

§

id

Quick Search ,0

Closure

Information

Budget Plan Information

Enrollment Summary:

Total Funded Costs:

Total Obligations:

Total Paid Obligations:

Total Outstanding Obligations:
Total Funded Costs to be Obligated:

E I
Ueemoms e —
SMAP Application ID: ee—
Activity Code: 628

Acliviry Dates: 614/2017 - 8/30/20017

3000
5000
5000
$0.00
3000

& 8 O €

When you get to the closure information tab/screen, you will leave it blank until it is time
to close the component for successful or unsuccessful completion.

Manage Employers
Manage Claim

Manage Trade Act (TRA)
Manage Ul Accounting
Manage Benefit Charges

Manage Disaster

Unemployment Assistance

(DUA)
Manage Overpayments
Manage Payments

Manage Multi-Claimant
Issues

Manage Audits

Manage Appeals

14, geosolinecom/1

me 2+ @G §JOBSATN.GOV - Closure Info...

This is the Staging Site!

2} Home (D) My Dashboard T Sign out & se

or Individuals i Senvices for Employers [l Labor Market Analysis

Quick Search ,0

Closure Information

Enrollment Summary:

Last Activity Date:

Completion Code:

Case Notes:

Successful Completion
Unsuccessful Completion
Dropped Out of Activity
Unknown Status

Voided

Enroliment ID:
Username:
SMNAP Application 1D

Activity Code: 628
Activity Dates: 6/14/2017 - 8/30/2017

=] Today

Create Date

No data found.

& 8 O €
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Click “Finish”

» For participants entering the Adult Education Component, choose

that activity 626.

» [f participant will be receiving services through an established Third

Party Partner, select the enrolled to Voc Tech component.
= Be sure to enter actual start dates for all activities entered.

e Partner Programs

o If participant is receiving services from another program, please select the

Partner Program link and make the appropriate selection. Please be sure

to capture all co enroliments on this link.
e Appointments

o All appointments need to be documented here even if the follow up
appointments are held with partner staff. Each DHS notice is attached to
an appointment. Each initial appointment, as well as all follow up
appointments needs to have status update of attended, rescheduled, or

no show as well as a case note to document the selection. Please be sure

to create a case note the attempts taken to re-engage the participant for

no shows to follow up appointments.

o After each appointment, enter the next scheduled follow up appointment

date and time.
e DHS Notifications

Click on Create DHS Notification

2« 8O L OBSATHGOV - Pragracns Tab

This is the Staging Site!

for inahiduals g Sen

Appointment Date &
Job Order Templates Time

Communication Templates

1 Scheduled 06/13/2017 10:30 AM 06/08/2017 20176B102857_SNAP

Case Note Templates Appointment Letter #1_2851469

Search List

B Document Management et estu

Search Documents LCreate DHS Notification

Bulk Scanning . There are no records to display.

B Manage Schedules & Cradentials 0
Appointment Calendar
it ! & Add Employment 0
Events Calendar
A Exit / Outcome N/A

Labor Market Services v

Staff Services
B Other Staff Services E Fallow-ups
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Choose Compliant as Notification Type from drop down box.

e B https//stagingtad geosolinc.com/150/vos4 vosnet/programs/application/dhsnotif 2 ~ B G | §| JOBSATN.GOV - DHS Motific

This is the Staging Site!

2} Home (D) My Dashboard = Sign Out & Services for Individuals i Services for Employers [ Labor Market Analysis

Manage Disaster

Unemployment Assistance General Information |

(DUA)
7]
Manage Overpayments * Notification Type: NonaSeleered
M P ts . » Mot Participating
anage raymen Additional Not Appropriate at this time for Services

Information: ; .
Manage Multi-Claimant Client Request an exemption
lssues * Appointment Date: Compliant Notification ﬂ

ppo ' Miscellaneous Notification
Manage Audits * LWIA/Region: ABAWD Notification
Manage Appeals
* Office Location: American Job Center - Knowville E‘

Manage Monetary
Manage Non-Monetary Comments:
Manage Reemployment BI UL == =22 =:12 =0MRA
Manage Investigations Fomat o .tont -|| Size -||A- | e

Manage Interfaces

Manage Notifications

mE 8 0O €

Choose “Client attended initial appointment” in drop down selection

Choose Appointment date the notice is in reference to, the LWDA region, and office
location.

Type any additional comments that are needed in the comments section. This is a very
important step since the additional information will not populate on the notice that DHS
will see and we need to give complete and accurate information on what occurred the
day of the initial appointment. This is especially true for ABAWD counties. It will also be
an easier way to record what information was sent to DHS on the participant without
having to search back through your email log.

55



e € hittps://stagingtad. geosolincoom/ 150/ vos4 vosnet/programs/application/dhenotif 2 = B C  § JOBSATN.GOV - DHS MNotific

This is the Staging Site!

or Individuals il Senvices fo Ll Labor Market A
Manage Overpayments r * Notification Type:
Manage Payments ! * Additional Client attended initial appointment
o Information: Client has Obtained Employment
Manage Multi-Claimant ) Client is maintaining monthly participation
Issues ' Appointment Date: Client has completed their participation with the SMAP E&T Program
Manage Audits b * LWIA/Region: LWDA 03
Manage Appeals » _
* Office Location: American Job Center - Knoxville i'
Manage Monetary ’
Manage Non-Monetary ~ * Comments:
Manage Reemployment  * BI UL 8= =2 £ = QB
Manage Investigations ) fomat | fodt M RO | A- B °
Manage Interfaces )
Manage Notifications
B Currently Managing V]

mE 8 0O £

eo & hittos://stagingtad geosoline com/150/vosd vosnet/programs/application/dhsnotif 2 = @ & ji) JOBSATN. GOV - DHS Notific
This is the Staging Site!

..

’u} Home m My Dashboard ?_t Sign Out :. Sed or Individuals gy Services for Employers

il Labor Market Analysis Quick Search D

Manage Non-Monetary

Manage Reemployment  * Comments:
Manage Investigations » B I UL 28 =2 23 =0m
Manage Interfaces L Format - Font || Size ~|| A~ | B 9

Manage Motifications
Participant attended intial orienatation. She will be attending CNA

_ class beginning June 21 with TCAT Knoxville. |
B Currently Mar g

—
Service Tracking: ON
Release Individual

Assist a new Individual

B My Staff Workspace body 4

My Staff Dashboard [ Spell Check | Clear Text | Remove All Formatting ]

mE 8 0O £

Scroll down and choose “Send Message”
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stion/dhanctifi 2+ @ G G JOBSATN.GOV - DHS Notific

ee € hittps

tad geosolinc.com/1

This is the Staging Site!

2} Home (D) My Dashboard T Sign Out 8 ¢ for Individuals i Services for Employers [l Labor Market Analysis

Directory of Services

Attach a Document

B Services for Workforce

Staff

Browse..

Manage Individuals

Manage Employers

Send Message

Manage Résumes

Send Message

Manage Job Orders

Manage Labor Exchange

Manage Activities

Manage Case Assignment

Manage Profiling & Services [y Portfolio @ Site Map ©), Site Search g Page Preferences @ Assistance

Manage Follow-Up Privacy Statement | Disclaimer | Terms of Use | Accessibility | Recommended Settings | EEO | Protect Yourself | About this Site | ©20

Manage Praviders ’ Home =* Sign Out e

mE 8 0O £

Next screen, choose insert template. This box for message does not need to be typed
in. Itis where the template will be inserted; comments typed in previous step will be
automatically populate on the template.

tad. geosolinc.com/ 150 ssagecents 2+ @G ] JOBSATN.GOV - Message Ce_ =

This is the Staging Site!

.

es for Individuals g Services for Employers [ Labor Market Analysis Quick Search D

= Menu &} Home  (B) My Dashboard =¥ Sign Out

Manage Reem ment
il e BIUSTE %x|iz:|+%z=22=s|essmom=ze aqs
Manage Investigations » A ®

Styles - Format - Font - Size =

Manage Interfaces 4

Manage Motifications

B Currently Managing

—

Service Tracking: ON

Release Individual

Assist a new Individual

B My Staff Workspace

My Staff Dashboard

heck | Clear Text | Remove All Formatting ]

My Staff Resources [ Insert Template | Preview Message ]
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Choose template for “ SNAP DHS Status Notice is Participating”

| 2 JOBSATNGOV - Select a Latter Template - Internet Explorer
e B} htps/sta geosolnecom/| @ pps. stagingtad. geosolinc.comy'1 50/vosd vosnet/Communications,/Staf TemnplateSelect asy
GSIAUEMP Communication Test Template | GsiAutomationStaff
PlsDeMNotMadify

Manage Reemployment  * Copy of GSIAU Communication Test GsiAutomationStaff

Template PlsDoNotMadify
Manage Investigations 4 L | = =

GSIAU C ation Test P GsiAutomationStaff
Manage Interfaces » LEECHIOTOCY)

SMAP DHS Status Notice Client is Sonya Brown
Manage Motifications Participating

SMAP DHS Status Notice Client is no longer | Sonya Brown
B Currently Managing participating
= SMAP Appointment Letter Sonya Brown
Service Tracking: ON Copy of Scam Employer Notice Sharyn Pelych
Release Individual

Med cert template Jeremy Colbert
Assist a new Individual

Refusal of Work Template Jeremy Colbert
B My Staff Workspace

SMAP DHS Status Notice Client requests Loleetha Gilbert
My Staff Dashboard exemption
My Staff Resources » License Revoked 48 hr request Chris Wilson

The template will be inserted, scroll to the bottom of the screen and select “Send”

e € hittps://staging

4 geosclingcom/150/vosd vosnet/communications/messagecents 2 = B & | JOBSATN.GOV - Message Ce.

This is the Staging Site!

for Individuals gl Senvices for Emplayers

Quick Search ,0

il Labor Market Analysis

Il

Manage Reemployment  * BIUSTE x x|=:= flzazsslecmMEm@=0 Q=

M Investigati » T
anage investigations Styles ~|| Format = || Font - sze - A- B-| 2 @

Manage Interfaces »
MName:##RECFULLNAME##
DOB##SNAPDOB##

Case ###SNAPCASENUMBER##
B Currently Managing Appointment Date and Time:##SNAPAPPOINTMENT##
= Office Location of Appointment##SNAPOFFICES#

Service Tracking: ON

Manage Motifications

This is a Status Notice from the Tennessee Department of Labor and Workforce to inform you that the above Client appeared for their
initial assessment or follow-up appointment.

Release Individual
Comments:##SNAPCOMMENTS##

Assist a new Individual

B My Staff Workspace

Thanks, Tennessee Department of Labor and Workforce

My Staff Dashboard
[ Spell Check | Clear Text | Remove All Formatting |
My Staff Resources » [Insert Template | Preview Message ] ]
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Make sure there is a date in box for DHS notification to ensure no steps were missed.

e €| https//stagingtad geosolinc.com/150/vos4 vosnet/casemanagement/programstat 2 ~ B G §| JOBSATN.GOV - Programs Tab

This is the Staging Site!

fat Home (L) My Dashboard T Sign Out & Services for Individuals i Services for Employers [l Labor Market Analysis Quick search O

Program
956005 06/14/2017 Compliant Notification Client attended initial

Labor Market Services ’ appointment
Assistance Center
Staff Online Resources

& Credentials 0
Geographic Solutions
Community Site  Add Employment 0

= Exit / Outcome N/A

[ Follow-ups 0
My Dashboard
How We Can Help You
Employment Strategy ' Workforce Innovation and Opportunity Act (WIOA) Program Apps: 0
Directory of Services Create Workforce Innovation and Opportunity Act (WIOA) Application

My Resources

mE 8 0 £

o Make Case notes on all interactions with participant. Someone should be
able to read detailed case notes and assist participant if you are out of the
office as well as Central Office be able to do desk top review and have full
understanding of the participant’s story.
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Select “Add a New Case Note”
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Follow Up Appointments

Under Create New Appointment, add the next scheduled follow up appointment
date and time.

e Participant should have a monthly follow up appointment to track
attendance, track progress, issue transportation reimbursement and to
ensure that no additional barriers have been encountered.

¢ Remind Participant that continued support is contingent upon compliance
with monthly follow ups.

¢ Communication between State and LWDA staff if critical since monthly
status notices have to be sent to DHS. Each follow up appointment has to
be entered within the SNAP module even if LWDA staff is conducting the
follow up appointment because monthly notices are sent based on
appointment dates selected. Since SNAP state staff is not located within
each AJC, a communication method needs to be established within each
LWDA to ensure all steps are followed and documented within SNAP
Module and case notes entered.

e Issue transportation reimbursement for previous month’s attendance.
Have participant sign gas card log or bus ticket log of being provided by
state staff. Local Area staff needs to follow their guidelines for
transportation reimbursement but make sure to document with a SNAP
E&T case note.

e Steps in VOS for Follow up appointment.

o Follow same steps in VOS outlined previously to mark appointment
as “Attended”

o Send DHS status notice for Compliant and “client is maintaining
monthly participation. “ Make sure to enter comments in the first
box to give additional information to DHS.

o0 Make case notes for interaction

Upload attendance documentation into VOS with the case note.
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o Enter next appointment date

e Enter an activity to keep WP active. On the top menu General Profile
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This is the Staging Site!

3 Servi
B Services for [ Assist an individual | Staff Services | Individual Portfolio |

Manage Claimants : [+ [ My Individual Profiles 7 by Individual Plans [ Stalf Profiles
=| [ Employmenit Pian Profila (7] General Profie
Manage Employers Rt ) Summary
Job fpclications
Manage Claim ’ Orline Apgiication
Manage Trade Act (TRA) ¥ Employment Strateqy Identity [ssues
Emplovment: Goals + [ Be-tmployment Profile

Manage Ul Accounting © - o _

+ ) Iraining Plon Frofile + [ Cleiens Profile
Manage Benefit Charges | [7) Banefds Plan Profile F) [ fwpeals Profile

+| [ Firancial Plan Profile = [T case Management Profils
Manage Disastar Case Summary
Unemployment Assistance | Programs
(DUA) 4 Plan

| Asspesments

Manage Overpayments  © ¥ [ Geport Profile
Manage Payments

62



Choose “Activity History/Service Plan”
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Outcomes

Successful Completion
o Send DHS status Notice. Follow the same steps outlined previously
for status notices. Choose compliant and completed participation.
Be sure to enter comments in the first box as outlined in previous
instructions so DHS will have complete information on the success.
Include the school, training name, and any credentials earned.
o Under Create Activity box, close the activity and choose completion.

o
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Click Finish

Click on create credentials and enter and upload certifications when they are earned.
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You will need to click on the “Verify “ link and make selection. Itis crucial to enter this
information for Federal Reporting purposes. It may be difficult to engage participant
after program completion but you need to take the responsibility to call the school and
verify what credentials were earned if the school would have the information. You can
then choose “school records” as verification type.

Continue attempts to follow up with participant on any credential earned so it will be
captured in our system. It cannot just be left as completed component. We are now
required to capture all outcome data that is related to training.

You can then choose, upload to enter any scanned documentation or copy of
certification.
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After training completion, continue to encourage participant to notify you when they

have obtained employment and enter that information in the SNAP module.
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e Unsuccessful Completion
o Close activity in SNAP module. Click on “Close” .
o Choose Unsuccessful Completion.
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o Send DHS status notice. If participant failed to complete training or
was a no show for follow up appointment, follow same steps only
choose no longer participating and unsuccessful completion.
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